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ABSTRACT
Students of teachers using the Manual proceed at

individual rates through a systematic and, progressive set of
occupational experiences to formulate and know their self-concepts,
potentials, and abilities. EmphasiE is on independent research and
study, and sample lesson plans help teachers coordinate the variety
of experiences. The manual includes specific examples and sources for
materials, many of them locally oriented, that have been successfully
used to teache secondary special education students career decision
making and the necessary entry level skills for employment. A course
outline in the form of a student checklist provides :a guide to
preparing the student for gainful employment. Materials in the manual
include sample aptitude and interest testing instruments, a listing
of jobs in 15 career clusters, suggestions for field trips and guest
speakers, a-bibliography-of- commercially_prepared _instructional__
materials, suggestions for a basic collection of career,literature,
information on setting up cooperative educatiot7-providing
exploratory work experiences via vork-stations (including local lays
governing such programs), an instructional unit in interviewing, a
sample data sheet to help students fill out applications, and a
catalog of 82 locally-produced videotapes. (AJ)
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Teacher's Manual for a Course in Career
Decision maislaELmsataial Education

This manual includes specific examples and sources for materials that have

been successfully used to teach Special Education students Career Decision

Making and the necessary entry level skills to enter the world of work.

The course .outline is merely a student checklist to be used as a guide by

the student and teacher so that each individual student will be prepared

for gainful employment.

Carson Hall
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ORGANIZATION OF THE COURSE OF STUDY.

The course of study is designed to help the student realize himself and

the direction he wishes his life to take. The process will evolve in a unique

and different way for each student. In using this manual as a guide, each

student will proceed at his own rate through a systematic and progressive set

of occupational experiences designed to help him formulate and know his own

self-concept, potential, and abilities.

The tone for the course should be set in the early class meetings. A

discussion of short and long-term goals is suggested. The teacher should try

to emphasize his role as guide in the student's personal exploration and stress

that while some class periods will be devoted to specified group activities,

most will be used for the student's independent research and study. Student

interaction is expected, with the discussion of ideals, goals, etc. (within

an anxiety-reducing atmosphere of support and mutual confidence). Continued

student feedback regarding the effectiveness of the activities, materials,

and speakers should also be encouraged during these sessions. Ideally, the

student and teacher will learn from one another, continually working toward an

____improved_and more effective course..

Examples of materials in this manual must be acquired 1..iy the teacher in

enough quantity for all of his students. Some materials will have to be re-

produced by the teacher; others will have to be purchased, with the remainder

being acquired through the District I.M.C. The source will be noted on each of

the materials. During the first few class meetings the teacher should emphasize

the student's responsibility for his own learning.

(1)



Heshould provide each student with a folder and a check list in order for

both student and. teacher to follow the student's progress and activities. All

folders should be kept in a file within the classroom. The course work should

not be graded. However, it is suggested that a progress report meeting be held

for each student once a week. This will allow teachers to keep abreast of student

progress and keep students from falling behind. Generally, grades should be

deemphasized, and it is suggested that students grade themselves as part of the

evaluation.

An outline of a typical week's activities might help in explanation.

During the fourth week, for.example, on Monday all students might start the

SAAS. It will take one class period to give the necessary instructions and

another to complete the SAAS. Duringthe second or third class meetings SAAS

can be worked on in groups to be completed or the students may watch a career

film, work on a career game, or have his completed GATB interpreted by his

teacher or counselor. He must have the SAAS completed by the end of the week

because it will be discussed in a small group with the teacher the following

week, but he may complete it any time during the fourth week. Since he knows

that on Thursday and Friday two seminar speakers with whom he wants to talk
-_ ,- ------

are scheduled, he will want to complete the SAAS

The advantage of having the students involved in a number of different

class activities at the same time is the opportunity this gives the teacher and

counselors to engage in meaningful small group and individual counseling and

discussion sessions. Obviously, coordinating the variety of experiences offered

requires a considerable amount of organization onthe teacher's part; he must

be able to solicit the help of many people and to anticipate and resolve con-

flicts and problems.



In integrating the career seminars of films or field trips into the course,

it is best to try to limit these activities to the same one or two days of the

week if possible. This allows the teacher some specific days when he can ex-

pect the entire class to be available for activities which are best handled

in a large group, such as the GATB. A consistent schedule also allows students

to use their time_more effectively.

After about two weeks the students will become used to the unstructured

and individualized nature of the class and become better able to make decisions

about efficient use of their time; this decision-making responsibility provides

an important learning experience.

(3)



OiGZATSON OF U

During the summer of1972 and 1973 the Fullerton Union High School

District offered a.career-class for special education students through-

out the The' class was,, held in,the morning lor four hours.a

day and was bUiltHaiound all the,materials listed'on!Theck List Onel!

and Included .in. this manual. Tla,first summer course was Rade possible

-

throug1. a V.E.A. grant, and that course was responsible for the compU-

.1ation ofothese matamials and thefprimary,development

Some examples of the,lesson plans used.during the summer Careepe

classes fdruspecial education students areaistad:on thefoloWing:

pages. ,

The remaindersof-this manual is a collection of sources of ma-

terialS which are used by the Fullerton Union, High School District to

prepare students for. the world of work. Wherever possible,

included examples of these materials, However in 14any.daSes there is

'but a brief, description and a source for ordering the materials.
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This checklist was developed as a guide to both student: and teachils

o make sure that students are prepared for a work experience assignment.

Each student shnuld .have his own folder with the checklist stapled to

the front cover. All of the students assessment results should be kept

in the folder and his progress charted on the checklist as he moves

through the course and towards readiness for a work experience assignment.

(7)



Name

Special. Education Work Experience

CHECK LIST ONE

TO Be COMpleted Before Student Will Be Referred to Work. Experience
Counselor for Pla6ement On a Job

DATE

I. Aptitude Profile

A. GATB (FAB) - NATB

B. Psych Profile

C. School Performane

D. SAAS

E. New and Current Produotion

1.. Singer GratTex E7alUation Center
2. NATB,

II. Interest Profile

A. Brainard

B. Job-0

C. C.O.P.S.

D. Piture In. entory

E, SAAS

F. Compulearn; Myer Briggs Type Inliator, 0,V.I.S.

III. 0c2upational Cluster

A, Using ApA a7A. Interest.profiIes,
one or two c.lostrs h wo.LLi.d /o work in.

B. Through tea11r narr ow si:udent8'

some speAli jo:,- areas :to explore.

IV. Explore Custer

A. Community Resources

1. Field Trip
2. Guest Speakers

(8)



Check List One
Page 2

B. Films.

1. Doubleday Series
2., Counselor Films, New York
3. Sterling Series

C. Filmstrips

D. VIEW-VIEW DECK

E. Exploratory Work

1. On campus
2. Off campus

F. Color Slides

G. Government Publi(:ations

1. D,O.T. Manual
2. Occupational Outlook. Handbook
3. State Occupational. Guides

H. Commercial Publications

Job Interview Skills

A. Personal Data Sheet & Card

B. Completed LAP for Job Application

C. Mock Interview (Videotape)

D, Mock Telephone Inquiry

Specific Classroom Training for Job Chosen From Clusters

A, Videotapes, audio taps, slides
1. Occupations

a. Bus boy
b. Cashier
c. Central Service;; Technician
d. Cook
e. -Counter Girl
f. Dining loom Hostess
g. Kitchen Helper
h. Layout Man (Marble Molds)
i. Maid - Hotel
j. Maid - Motel
k. Mechanics Helper (Automotive)
1. Nurse's Aide

(9)



Ch .k List One
Page 3

Sales Clerk
Sergiag Maohine Operator (Draperies)

3. Serviee Sation Attendent
p. Waikress

q. Warehouseman's Assistant
r., Library Clerk.

2 General Skills

a. Change Making
b. Adding Columns of Numbers

Basi Math. .

d, How to U a Measuring Tape

B. Mokup

C. 0-the-job Training .

D,

E. Ihdustrial Arts - Vocational

F.: Trade SAool

allPNIMO



GENERAL APTITUDE TEST EhriERY (GATB)

For use in vocational guidance: usually given to juniors in high school,

but;epplicable to most secondary education students, including adults, who

wish to know more about their vocational aptitudes.

The.GATB.is obtainable through the: State Employment Services, and it

can be-administered by personnel trained by the State Employment Services.

There are nine area's of testing: Intelligence, Verbal Aptitude, Numerical

Agitudepatial Aptitude, Form Perception, clerical.Perception, Motor

CoOrdination,.Finger Dexterity; and Manual Dexterity. School; personnel can

be trained:to score and interpret the results.

. The'teacher/counselor may wish to use the GATB scores in counseling
.4.

students for future.vocationaland.educational plans.

On thejoliowing page is an eAample of a student profile with the

studentS' .0.A.P.'s noted. On the next page is an-example O.A.P. Explanation

Sheet. On the following page is an example Interpretation Pamphlet explaining.

.411 inforMation contained onprofile and O.A.P. sheets.

U.S."Department of Labor,
Manpower Administration
Bureau of Employment Security
Washington,, D.C.

-

Local-Source: ,Human Resources and Development Department



..)rn T.N.
(Last Name)

COMMENTS:

Mary Let,
1 Date 10 - 1.-13

(First Nara') (Middle Initial)

GATB INDIVIDUAL APTITUDE PROFILE

Adult Form Fo m 8 0U A 1111

Part Raw Score G V N S P Q K F M

1 ao
(PO.2 13

3 LI 10 V
4 13 S3 8(.

I

5 13 Pr
6 el 14 II

7 at 14.4
8

9 LIIJ
2.

10 70
11 / a
12 -Aar '#4

Aptitude Score
.._

(SE"
77

8

84
6

7 1
6

8 I
8

6)
9

8a
9

1.2.
7

di
12

68
11

Aptitude Score
+ 1 SEm Y3 92, 77 89 71 9/ 19 43 79

OAP* OAP` OAP*

ALL

0 15 30

1 16 31

2 17 32

3 18 33

19 34 ,

5 20 35

6 CDs

8 (:) 40
9 24

10 25 .612

26 (44
27

13 28

14 29i
, .

; 11

12

Circle number for Grade H.
Cross out number for, Grade L.

Student Name %Smith, Mary Let,
City Volt erion
Age l(p Birth Date

Drivers License nc) Auto no

School FURS Program .H

Address

Phone cicl3- SL

Make Change via Reading

Typing/VG. ,Verbal Skills

G.E.D.

Working Condition Restrictions

Physical Problems

Interest

Vitclq Ucr

Basle Math

Temperament

Summary

(ta)



occurxriorm. %i-riTtrom r.vt9'Pmlf4

OAP-21

GATE NORMS

APTITUDES CUTTING SCORES

Atha( Grade SO Grade if

O (Intelligence) 85 81 79
K (Motor Coordination) 70 04 59
M (Manual Dexterity) 75 69 86

IVTG p. 322 MANIPULATING
706.8848 Coil Assembler (elee. equip.)
827.834 Air-Conditioning-Unit Installer (retrigerat. equip.)
827.884 Electrical-Appliance-Set-Up Man (any ind.)

WTG p. 430 SET UP AND/OR ALL-ROUND MACHINE OPERATING
542.280 Stillman (petrol. rein.)

WTG p. 511 ANIMAL CARE
163.874 Exerciser, Horse (amuse. & rec.)
358.874 Animal Caretaker (agric.; medical ser.)
358.874 General Helper, Laboratory (drug prep. & rel. prod.)
358.874 Stableman (any ind.)
358.887 Pet Shop Attendant (ret. tr.)

(%3)

40

S#
APTITUDE SCORES

G V NISPQ Kr M

85 70 75

102 85 75
102 85 75

68 85 65 70 65

--



INTRODUCTION

This third edition of the DICTIONARY OF OCCUPATIONAL TITLES is being issued in a period of
Peeing national concern for optimum development and use of human resources. A prerequisite to the develop-
ment and utilization of manpower resources is knowledge of existing occupations, the titles which identify them,
what tasks they involve, and what characteristics and skills a worker" needs to fit a job well. This revised, two-
ielarne DictiOnary provides a current inventory of jobs in the American economy and gives an extensive analysis
Ind description of what each involves and what traits are needed by the workers.

The third edition differs significantly from the second edition published in 1949. For the first time since
the 1930's, the job description content has been completely verified. The two classification structures of the
Previous edition have been replaced with a single structure which provides more pertinent information regarding
occupational groupings and worker traits and skills. The compilation of this third edition is based on experience
rained over more than a quarter of a century in gathering information and developing and perfecting techniques
for conducting occupational research end analysis.

The development of the DICTIONARY OF OCCUPATIONAL TITLES began with the passage of the
Wagner-Peyser Act in 1933 which created a need for a reliable source of occupational information for personnel
of the newly formed US. Employment Service and affiliated State employment, services. To. provide a
comprehensive cross section of information about occupations as they actually existed, job analysis techniques
Were develiiped, and a number of occupational research centers were established in various sections of the country.

Between 1934 and 1939, 54,000 analyses of jobs were prepared in thousands of establishments, providing the
first extensive compilation of occupational information on the American economy. They form the basic data from
which subsequent. technological change and its effect on jobs can be identified and measured. They provided
entree material for the preparation of a variety of publications, and made possible the publication of a volume of
brief descriptions of all jobs for which information was availablea dictionary of occupations.

Otigincif Edition

The publication in 1939 of the DICTIONARY OF OCCUPATIONAL TITLES provided a useful tool for
the understanding of job content and job relationships and for all future work in occupational research. This
first edition defined-17,452 separate occupations known by 12,292 additional titles, making a total of 29,744 titles
defined. After the release of the first edition of the Dictionary, need for additional occupational information
resulted in the preparation and release of several supplements. The first, published in 1942, contained 3,064
nee definitions. Two years later a second supplement added 1,137 definitions. A third supplement, which
appeared in 1945, added 1,906 definitions, making a total of 6,107 additional job definitions released between the
publication of the first and second editions of the Dictionary.

The information gathered for publication in the. Dictionary served as the basis for a review of the occupational
(Unification and code system of the U.S. Employment Service. This review resulted in a new occupational classi-
fication structure. As this structure reflected occupational relationships based on work performed and job content,
it was useful in classifying employers' job orders and applicants seeking employment who had a history of work
experience. It lacked provision of a means of classifying the increasing number of applicants entering the labor
force without experience, or with experience in jobs which they could no longer perform. To satisfy this need,
the. Entry Occupational Classification Structure, presented as Part IV of the DICTIONARY OF OCCUPA-
TIONAL TITLES, was published in preliminary form in 1941, and in revised form in 1944. It was designed for
'use in classifying entry applicants on the basis of factors other than fully qualifying work experience.

Second Edition

The continuing accumulation of occupational information periodically requires publication of a new edition
(It the Dictionary. In 1949, the Dictionary was combined with its supplements, and basic changes were made
M the presentation f)f occupational data to simplify locating definitions and codes. Occupational coverage was
expanded in all industrial areas, and notably in plastics, paper and pulp, and electronics. The 1949 Edition de-
fined 22,028 separate occupations which were known by an additional 17,996 titles, making a total of 40,023
titles defined.

During the early 1950's, several interim releases to the Dictionary were published, covering such diverse
segments of work as agriculture and the manufacture of clocks and watches. In 1955, definitions contained in
these interim releases were combined with additional new and revised data and were published as a supplement

xm



APPENDIX A

Explanation of Relationships Within Data, People, Things Hierarchies

Much of t he information in this edition of the Dictionary is based on the premise that every job requires a
worker to function in rein t ion to I )1t tit, People, and Things, in varying degree~. These relationships are identified
and explained below. They appear in the form of three hierarchies arranged in each instance from the relatively
simple to the complex in such a manner that each successive relationship includes those that are simpler and
excludes the more complex.' The identifications attached to these relationships are referred to as worker
functions, and provide standard terminology for use in summarizing exactly what a worker does on the job by
means of one or more meaningful verbs.

A job's relationship to Data, People, and Things can be expressed in terms of the highest appropriate function
in each hierarchy to which the worker has an occupationally significant relationship, and these functions taken
together indicate the total level of complexity at which he must perform. The last three digitS of theoCcupational
code numbers in the Dictionary reflect significant relationships to Data, People, and Things, respectively.' The
last three digits express a job's relationship to Data, People, and Things by identifying the highest appropriate
function in each hierarchy to which the job requires the worker to have a significant relationship, as reflected
by the following table:

DATA (4th digit) PEOPLE. (5th digit) THINGS (6th digit)

0 Synthesizing Meutoring 0 Setting-Up
1 Coordinating 1 Negotiating 1 Precision Working
2 Analyzing 2 Instructing 2 Operating-Controlling
3 Compiling 3 Supervising 3 Driving-Operating
4 Computing 4 Diverting 4 Manipulating
5 Copying 5 Persuading 5 Tending
6 Comparing 6 Speaking-Signaling 6 Feedin g-Off bearing
71

8J
No significant relationship

7

8

Serving
No significant relationship

7

8
Handling
No significant relationship

DATA: Information, knowledge, and conceptions, related to data, people, or things, obtained by observation,
investigation, interpretation, visualization, mental creation; incapable of beingtouched; written data take the
form of numbers, words, symbols; other data are ideas, concepts, oral verbalization.

0 Synthesizing: Integrating analyses of data to discover facts and/or develop knowledge concepta or
interpretations.

I Coordinating: Determining time, place, and sequence of operations or action to be taken on the basis of analysis
of data; executing determinations and/or reporting on events.

2 Analyzing: Examining and evaluating data. Presenting alternative actions in relation to the evaluation is
frequently involved.

3 Compiling: Gathering, collating, or classifying information about data, people, or things. Reporting and/or
carrying out a prescribed action in relation to the information is frequently involved.

4 Computing: Performing arithmetic operations and reporting on and/or carrying out a prescribed action in re-
lation to them. Does not include counting.

5 Copying: Transcribing, entering, or posting data.

6 Comparing: Judging the readily observable functional, structural, or compositional characteristics (whether
similar to or divergent from obvious standards) of data, people, or things.

PEOPLE: Human beings; also animals dealt with On an individual basis as if they were human.

0 Mentoring: Dealing with individuals in terms of their total personality in order to advise, counsel, .and/or
guide them with regard to problems that may be resolved by legal, scientific, clinical, spiritual, and/or other
professional principles.

I As each of the retationships to People represents a wide range of complexity, resulting In considerable overlap among occupations, ther arrangement is somewhat arbi-
trary end can he considered a hierarchy only in the most general sense.

3 Only those relationships which are occupationelly significant In terms of the requirements of the lob are reflected in the code numbers. The ttieldental relationships
which every %eerier has to Data, People, and Things, but which do not seriously affect successful performance of the essential duties of the Yob, aro notreholult
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1 Negotiating: Exchanging ideas, information; and opinions with others to formulate policies and programi
and/or arrive jointly at decisions, conclusions, or solutions.

2 Instructing: Teaching subject matter to others, or training others (including animals) through eXplanation;
demonstration, and supervised practice; or making recommendations on the basis of technical disciplines.

3 Supervising: Determining or 'interpreting work procedures for a group of workers, assigning specific duties to.
them, maintaining harmonious relations among them, and promoting efficiency.

4 Diverting: Amusing others.

5 Persuading: Influencing others in favor of a product, service, or point of view.

6 Speaking-Signaling: Talking with and/or signaling people to convey or exchange information. Includes givigf
assignments and/or directions to helpers or assistants.

7 Serving: Attending to the needs or requests of people or animals or the expressed or implicit wishes of people?
Immediate response is involved.

THINGS: Inanimate objects as distinguished from human beings; substances or materials; machines, to*
equipment; products. A thing is tangible and has shape, form, and other physical characteristics.

0 Setting Up: Adjusting machines or equipment by replacing or altering tools, jigs, fixtures, and attachmeiflaj,
to prepare them to perform their functions, change their performance, or restore their proper functioning.g
they break down. Workers who set up one or a number of machines for other workers or who set up stu'
personally operate, a variety of machines are included here.

1 Precision Working: Using body members and/or tools or work aids to work, move, guide, or place object
or materials in situations where ultimate responsibility for the attaininent of standards occurs and selection*
appropriate tools, objects, or materials, and the adjustment of the tool to the task require exercise .of ooh
siderable judgment. ;.

2 Operating-Controlling: Starting, stopping, controlling, and adjusting the progress of machines or equipratit,
designed to fabricate and/or process objects or materials. Operating machines involves setting up themachilie
and adjusting the machine or materiel as the work progresses. Controlling equipment involves observini..
gages, dials, etc., and turning valves and, other devices to control such factors as temperature, pressure; flow'

of liquids, speed of pumps, and reactions of materials. Setup involves several variables and adjusti:aenti$
more frequent than in tending.

3 Driving-Operating: Starting, stopping, and controlling the actions of machines or equipment for which
course must be steered, or which must be guided, in order to fabricate, process, and/oiiiiOve things or. peOple:

Involves such activities as observing gages and dials; estimating distances and determining speed and directio*
of other objects; turning cranks and wheels; pushing clutches or brakes; and pushing or pulling gear liftsot
levers. Includes. such machines as cranes, conveyor systems, tractors, furnace charging machines, pavipi4
machines and hoisting machines. Excludes manually powered machines, such as handtnicks and .
and power assisted machines, such as electric WheelbarrOWs and handtrucks.

4 Manipulating: Using body members, tools, or special devices to work, move, guide, or place objects or ma-
terials. Involves some latitude for judgment with regard to precision attained and selecting appropriate too!,
object, or material, although this is readily manifest.

5 Tending: Starting, stopping, and observing the functioning of machines and equipment. Involves adjusting
materials or controls of the machine, such as changing guides, adjusting timers and temperature gages, turning_
valves to allow flow of materials, and flipping switches in response to lights. Little judgment is involved ii?
making these adjustments.

6 FeedingOffbearing: Inserting, throwing; dumping, or placing materials in or removing them from machines,
or equipment which are automatic or tended or operated by other workers.

7 Handling:. Using body members, handtools, and/or special devices to work, move, or carry objects or materials.
Involves little or no latitude for judgment with regard to attainment of standards or in selecting appropriato
tool, object, or material.

NOTE: IncludCd in the concept of Feeding-Off bearing, Tending, Operating-Controlling, and Setting Up, is the

situation in which the worker is actutlly part of the setup of the machine, either as the holder and guider
of the material or holder and guider of the tool.

06)



APPENDIX B

Explanation of Wor Icer Trait Components

Those abilities, personal traits, and individual characteristics required of a worker in order to achieve average
fitccessful job performance are referred to as worker traits. Occupational information presented in volumes I

II is based ht part on analyais of required worker traits in terms of the six distinct worker trait components
ribed in this appendix. These six components have been selected for this purpose because they provide the

adest and yet most comprehensive framework for the .effective presentation of worker trait information.
ithin this framework the tiser will find data concerning the requirements of Sobs for: (1) The amount' of general
ueational development and specific vocational preparation a worker must have, (2) the specific capacities . and
fifties required of him in order to learn or perform certain tasks or duties, (3) preferences for certain types of
inrk activities or experiences considered necessary for job success, (4) types of occupational situations to which
individual must adjust, (5) physical activities required in work situations, and (6) physical surroundings

trevalent in jobs.
. Information reflecting significant worker trait requirements is contained, explicitly or by implication, in the

ob definitiGns in volume I. In the Worker Traits Arrangement in volume II, the qualifications profile for each
worker trait group shows the range of required traits and/or levels of traits for the first five of these .:mmponents.
tlumbers or letters are used to identify each specific trait and lavei. In this appendix, these identifying numbers
nd letters appear in italics.

The worker trait components are:
I. Training time (general educational development, specific vocational preparation)

IL Aptitudes
III. Interests
IV. Temperaments
V. Physical demands

. '. VI. Working conditions'

I. Training Time

The amount of general educational development and specific vocational preparation required for a worker
to acquire the knowledge and abilities necessary for average performance in a particular job. ,

General Educational Development: This embraces those aspects of education tfortnal and informal) which
contribute to the worker's (a) reasoning development and ability to follow instructions, and (b) acquisition of
"tool" knowledges, such its language and mathematical skills. It is education of a general nature which .does not
lhave a recognized, fairly specific, occupational objective. Ordinarily such education is obtained in elementary
ischool, high School, or college. It also derives from experience and individual study. -- -', . --- -
! . .

i I Working conditions WLVO recorded as part of each job analysis, and are reflected, when appropriate, in job definitions M volume I. However, Imustiws they did not
teontribute to the homogeneity of worker trait groups, they do not appear as a component in the Worker Traits Arrangement.
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The following is a table explaining the various levels of general educational development.

GENERAL EDUCATIONAL' DEVELOPMENT

Level Reasoning Dovelopment Mathematical Development Language Development

6

6

4
.

5

2

/

Apply principles of logical or Scientific
thinking to a wide range of intellectual
and practical problems. Deal with non-
verbal symbolism (formulas, scientific
equations, graphs, musiant notes, etc.)
M its most difficult phaess. Deal with
a variety of abstract and concrete vari-
shies. Apprehend the most abstruse
classes of concepts.

Apply principles of logical or scientific
thinking to define problems, collect
data, establish facts, and draw valid
conclusions. Interpret an extensive
variety of technical instructions, in
books, manuals, and mathematical or dia-
grarematic form. Dent with several
abstract and concrete variables.

Apply principles of rational systems 1 to
solve practical problems an d deal with
a variety of concrete variables in situp-
time where pnly limited standard-
isatfon exists. Interpret a variety of
instructions furnished M written, oral,
diagrammatic, or schedule form.

.

Apply
'
common sense understanding to carry

out itisteUebionS furnished in written,
oral, or diagrammatic form. Deal with
problems involving several concrete earl-
ables in or from standardized situations.

Apply common sense understanding to carry
out detailed but uninvolved written or
oral instructions. Deal with problems
involving a few concrete variables in or
freer etandardisod situations.

..

Apply eorsznon eons, understanding to carry
eat Muscle one- or Cro-ritep instruction.
Deal seith etanehirdized situations with
occasional or no variables in or from
these situations encountered on the job.

Apply knowledge of advanced
mathematical and statistical
techniques such as differen-
tial and integral calculus,
factor analysis, and probabil-
ity determination, or work
with a wide variety of theo-
retical.mathematical con-
cepts and make original
applications of mathematical
procedures, as in empirical
and differential equations.

Perform ordinary arithmetic,
algebraic, and geometric pr o-
cedures in standard, practical
applications.

.

Make arithmetic) calculations
involving fractions, decimals
and percentages.

Use arithmetic to add, subtract,
multiply, and divide whole
numbers.

Perform simple addition and
subtraction, reading and
eopving of figures, or count-
ing and recording. .

,

Comprehension and expression of a level to
Report, write, or edit articles for

such publications as newspapers, mars.
zines, and technical or scientific journrts.
Prepare and draw up deeds, leases, wills,
mortgages, and contracts.

Prepare and deliver lectures on pot.
tics, economics, education, or science,

Inter:levy, counsel, or advise such
people as students, clients, or patients,
in such matters as welfare eligibility,
vocational' rehabilitation, mental hy.
geine, or marital relations.

Evaluate engineering tech.nical data to
design ouildings and bridges.

Comprehension and expression of a level to
7Transcribe dictation, make appoint.

ments for executive and handle his per.
sonal mail, interview and screen people
wishing to speak to him, and write roe.
tine correspondence on own initiative,

Interview job applicants to determine
work best suited for their abilities
and experience, and contact employees
to interest them in services of agency.

Interpret technical manuals as well as
drawings and specifications, such a
layouts, blueprints, and schematics.

Comprehension and expression of a level to
File, post, and mail such material as

forms, checks, receipts, and bills.
Copy data from one record to another,

fill in report forms, and type all.work
from rough draft or corrected copy. '

Interview members of household to ob-
tamp such information as age, ,Doeupa:
tion, and number of children,, to lis
used as data for surveys, or economic
studies.

Guide people on tours through his-
torical or public buildings, dosed&
ing such features as size, value, and
points of interest.

Comprehension and' expression of a level to
Learn job duties 'from oral instructions'

or demonstration: . , ..

Write Identifying information, such se
name and address of customer, weight,
number, or type of product, on tars, or
slips.

Request orally, or in writing, such supplies
as linen, soap, or work materials.

Examples of "principles o/ rational systems" are: Bookkeeping, internal combustion engines, electric wiring systems, boys° building, nursing, farm management, std.

.Specific Vocational Preparation: The amount of time required to learn the techniques, acquire information,
and develop the facility needed for average performance in a specific job-worker situation. This training may be
acquired in a school, work, military, instutitional, or avocational environment. It does not include orientation
training required of even every fully qualified worker to become accustomed to the special conditions of any new
job. Specific vocational training includes training given in any of the following circumstances:

a. Vocational, education (such as high school commercial or shop training, technical school, art school, and
that part of college training which is organized around a specific vocational objective);

b. Apprentice training (for apprenticeable jobs only);
e. In-pleat training (given by an employer in the form of organized classroom study);
d. Oft-the-job training (serving as learner or trainee on the job under the instruction of a qualified worker);
e. Beeential experienen in other jobs (serving in less responsible jobs which lead to the higher grade job or

snag is other jobs which qualify).
Q1)



The following is an explanation of the various levels of specific vocational preparation.

Level Time
Short demonstration only

Level

6
Time

Over 6 months up to and including 1 year.
2 Anything beyond short demonstration up 6 Over 1 year up to slid including 2 years.

and including 30 days. 7 Over 2 years up to and including 4 years.
Over 30 days up to and including 3 months. 8 Over 4 years up to afid including. 10 years:

4 Over 3 months up to and including 6 months. 9 Over 10 years.

II. APTITUDES

Specific capacities and abilities required of an individual in order to learn or perform adequately a task or-
job duty.

INTELLIGENCE: General learning ability. The ability to "catch oil" or understand instructions and
underlying principles. Ability to reason and unmake judgments. Closely related to doing well in school,

V VERBAL: Ability to understand meanings of words and ideas associated. with them, and to use them
effectively. To comprehend language, to understand relationships between words, and to uoderstAnd
mennings of whole sentences and paragraphs. To present information or ideas clearly.

N NUMERICAL: Ability to perform arithmetic operations quickly and accurately.
'V SPATIAL: Ability to comprehend forms in space and understand relationships of plane and -sad

objects. May be used in such tasks as blueprint reading and in solving geometry problems. Frequently
described tail° ability to "visualize" objects of two or three dimensions, or to think visually of geometric
form9.
FORM PERCEPTION: Ability to perceive pertinent detail in objects or in pictorial or graphic rnatenial;
To make visual comparisons and discriminations and see -slight differences in Snipes and shadings of
figures an,/ widths and lengths of lines.

Q CLERICAL PERCEPTION: Ability to perceive pertinent detail in verbal or tabular material. To
observe differences in copy, to proofread words and numbers, and to avoid perceptual errors in arithmetic
computation. ,

K MOTOR COORDINATION: Ability to coordinate eyes and hands or fingers rapidly and accurately in
making precise movements with speed. Ability to make a movement response accurately and quickly.

F FINGER DEXTERITY: Ability to move the fingers and manipulate small objects with the fingers
rapidly or accurately.

lit MANAUL DEXTERITY: Ability to move the herds easily and skillfully. To work with the hands in
placing and turning motions.

E EYE-HAND-FOOT COORDINATION: Ability to move the hand and foot coordinately with each
other in accordance with visual stimuli (.

(.7 COLOR DISCRIMINATION: Ability to.perctiveor recognize similarities or differences in colors, or in
shades or other values of the same cblor; to identify a particular color, or to recognize harmonious or cons
treating color combinations, or to match colors accurately.

rciltrlation of Levels
The -digits-indicate how much of each aptitude the job requires for satisfactory. laverage)..perforthanee. The

average requirementS, rather than maximum or minimum, are cited. The amount required is expressed Wring.
of equivalent amounts possessed by segments of the general working population.

The following scale is used:
1 The top 10 percent of the population. This segment of the population possesses an extremely high degree

of the aptitude.
2 The highest third exclusive of the top.10 percent of the population. This segment of the population poe7

140.4:408 an above average or high degree of the aptitude.
The middle third of the population. This segment of the population possesses a medinm degree of the
aptitude, ranging from slightly below to slightly above average.

4. The lowest third exclusive of the bottom 10 percent of the population. This segment of: the population
possesses a below average or low degree of the aptitude.

h The lowest 10 percent of the population. This segment of the.Pepulation'poesesses n negligible deOee of

the aptitude.
Significant Xptitudes

Certain, aptitudes appear in boldface type oa the qualacatioas prefilee !kw the worker trait crews. These
sk.0 h.:4A es are rss.lsiltieresi Is% sicrZcszt !is" doe veld& re' ; , essentiel fee ammo imenasakai

job performailee. Al boldface aptitudes are not necessarily required el a worker for each individual job *idols Ir.

worker trait group, but some combination of them is essential in every case.



III. INTERESTS

Preferences for certain typos of work activities or experiences, with accompanying rejection of contrary
types of activities or experiences. Five pairs of interest factors are provided so that a positive preference for one
factor of a pair also implies rejection of the other factor of that pair.

Situations involving ii preference for activities vs. 6 Situations involving a preference for activitie9
dealing with things and objects. concerned with people and the communication

of ideas.
Situations involving a preference for activities vs. 7 Situations involving a preference for act ivitie4
involving bnsionss emit net with people. of a scientific and technical nature.

3 Situations involving k preference for activities vs. 8 Situation:: involving a preference for activities
of a routine, concrete, organized nature. of an abstract and creative nature.

4 Situations involving a preference for working vs. 0 Situations involving a preferenee-for activities
for t-±eople for their' presumed good, as in the that are nonsocial in nature; and are carried

welfare genso, or for dealing with people on in relation to processes, machines, and
and language in social situations. techniques.
Situations involving n preference for activities vs. 0 Situations involvit a preference for activities
resulting in prestige or the esteem of others. resulting in tangible, productive satisfaction.

IV. TEMPERAMENTS

Different types of occupational situations to which workers must adjust.
I Situations involving a variety of duties often characterized by frequent. change.
2 Situations involving repetitive or short cycle operations carried out according to set procedttres or se-

q tionces.
3 Situations involving doing things only under specific instruction, allowing ,little or no room for inde-

pendent action or judgment in working out job problems.
4 Situations involving the direction, control, and planning of an entire activity or the activities of cultism
fi Situations involving the necessity of dealing with people in actual job duties beyond giving and receiving

instructions.
6 Situations involving ,working alone and apart in physical isolation from others, although the activity

may be integrated with that of others.
7 Situations involving influencing people in their opinions, attitudes, or judgments about idenJ4 or things.
8 Situations involving performing adequately under stress when confronted with the critical or unexpected

or when taking risks.
Situations involving the evaluation (arriving at generalizations, judgments, or decisions) of information
against sensory or judgmental criteria.

0 Situations involving the evaluation (arriving at generalizations, judgments, or decisions) of information
against measurable or verifiable criteria.

X Situations involving the interpretation of feelings, ideas, or facts in terms of personal viev.Teint.
)7 Situations involving the precise attainment of set limits, tolerances, or standards.

V. PHYSICAL DEMANDS
Physical demands are those physical activities required of a worker in a job.
The physical demands referred to in this Dictionary save as a means of expressing both the physical re-

qnireinents of the job and the.physical capacities (specific physical traits) a worker must have to meet the re-
quirements. For example, "seeing" is the name of a physical demand required by .many jobs (perceiving by
the sense of vision), and also the name of a specific capacity possessed by many people (having the power of

sight). The worker must possess physical capacities at least in an amount equal to the physical demands Made

by the job.

The Factors
I Lifting, Carrying, Pushing, and/or Palling (Strength). These are the primary "strength" physical require-

merits, and generally speaking, a person who engages in one of these activities can engage in all.
Specifically, each of these activities can be described as:

(1) Lifting: Raising or lowering an object from one level to another (includes upward pulling).
(2) Carrying: Transporting an object, usually holding it in the hands or arms or on the shoulder..
(3) Pushing: Exerting force upon an object so that the object moves away from the force (includes

slapping, striking, kicking, and treadle actions).
(4) Palling; Exerting force upon an, object so that the object- moves toward-the force (includes- jerking):----

The five degrees of Physical Demands FactOr No. 1 (Lifting, Carrying, Pushing, and /or Pulling), are as follows:

(,,a0



S Sedentary Work

Lifting 10 Ihs. mid necusionally lifting and/or carrying such irtieles as dockets, ledgers, and small
tools. 111 It hough a sedent ary job is defined us one which involves sitting, a certain atnowit of walking and standing
is often I11II'Vnn in carrying mit job duties. ;lobs are sedentary if walking and standing are required only
occasionnlly and other sedentary criteria are met. ,

L Light Work

Lifting 20 lbs. maximum %v.:lb frequent lifting and/or carrying of objects weighing up to 10 lhs, li.:von though
the weight lifted may he only Is negligible. amount;. ajob is in this category when it requires walking or standing
to a significant degree, or when it involves sitting most of the time with a degree of pushing tl nd pulling of arm
and /or leg eontrols.

M Medium Work

Lifting 50 lbs. titexium with frequent lifting and/or carrying of objects weighing up to 25 lbs.

H Heavy Work

Lifting 100 lbs. maximum with frequent lifting sod/or carrying of objects weighing up, to 50 lbs.

V Very Heavy Work

Lifting objects in excess of 1:0 lbs, with frequent lifting and/or carrying of objects weighing 50 lbs. or more.

Climbing and/or Balancing:
(1) Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, ropes, and the like, teting

the fent and legs and/or hands and arms.
(2) Balancing: Maintaining body equilibrium to prevent falling when walking, standing, crouching, or

running on narrow, slippery, or erratically moving surfaces; or maintaining body equilibrium when
performing gymnastic feats.

3 Stooping, Kneeling, Crouching, and/or Crawling:
(I) Stooping: Bending the body downward' and forward by bending the spine at the waist.
(2) Kneeling: Betiding the legs at the knees to come to rest on the knee or knees.
(3) Crouching. Bending the body downward and forward by bending the legs and spine.

. (4) ( Moving about on the hands and knees or hands and feet.

4 ReaChing, Ifandling, Fingering, and/or Feeling:

(I) Reaching.: Extending the hands and arms in any direction.
(2) I landling: Seizing, holding, grasping, turning, or otherwise working with the hand or hands (fingering

not involved).
(3) Fingering: Picking, pinching, or otherwise working with the fingers primarily (rather than with the whole

hand or arni as in handling).
(4) It'eelitig: Perceiving ouch attributes of objects and materials iiigiZe,--sliapa,Ftemporaturei-Or-teXttirerlpy---

i:cans of receptors in the skin, particularly those of the finger tips.

6 Talking and/or Hearing:
(I) Talking: Expressing or exchanging ideas by means of the spoken word.
(2) Hearing: Perceiving the nature of sounds by the ear.

6 Seeing:

Obtaining impressions through the eyes of the shape, size, distance, motion, color, or other characteristics of

objects. The major visual functions are: (1) acuity, far and near, (2) depth perception, ( :3) field of vision, (4)

accommodation, (5) color vision. The functions are defined as follows:
(I ) Acuity, far-- clarity of vition at 20 feet or more.

Acuity, near clarity of vision at 20 inches or less.
(2) Depth perception---three dimensional vision. The ability to judge distance and space relationships so as

to see objects where and as they actually are.
(3) Field of-vision.- the area that.can be.seen.up and down or to the right or left while the eyes are fixed on ft

given point.



(4) Arcommodation- Adjustment, of the lens of the eye to bring an object into sharp focus. This item is
especially important. when doing near-point work at varying distances from the eye.

(5) Color visio the ability to identify and distinguish colors.
VI. WORKING CONDITIONS

Working conditions aro the physical surroundings of a worker in a specific job.

I Inside, Outside, or Both:
.1 inside: Protection from weather conditions but not necessarily from temperature changes...
0 Outside: No effective protection from weather.
It Both: Inside and outside.
A job is considered "inside" if the worker spends approximately 75 per cent or more of his time inside, and.
"outside" if he spends approximately 75 per cent or more of his time outside. A job is considered "both"
if the activities occur inside or outside in approximately equal amounts.

2 Extremes of Cold Pius Temperature Changes:

(1) Extremes of Cold: Temperature sufficiently low to cause marked bodily discomfort unless the worker is
provided with exceptional protection.

(2) Temperature Changes: Variations in temperature which are sufficiently marked and abrupt to cause .

noticeable bodily reactions.

3 Extremes of Heat Plus Temperature Changes:

(1) Extremes of Heat: Temperature sufficiently high to cause marked bodily discomfort unless the worker
is provided With exceptional protection.

(2) Temperature Changes: Same as 2 (2).

4 Wet and Humid:

(1) Wet: Contact with water or other liquids.
(2) I tumid: Atmospheric condition with moisture content sufficiently high to cause nihrked bodily discomfort.

6 Noise and Vibration:

Sufficient noise, either constant or intermittent, to cause marked distraction or possible injury to the sense
, of hearing and for sufficient vibration (production of an oscillating movement or strain on the body or its

extremities from repeated motion or shock) to cause bodily harm if endured day after day.

6 Hazards:

Situations in which the individual is exposed to the definite risk of bodily injury.

7 Fumes, Odors, Toxic Conditions, Dust, and Poor Ventilation:

'(1) Fumes: Smoky or vaporous exhalations, usually odorous, throWn off as the result of combustion or chemi-
cal reaction.

(2) Odors: Noxious smells, either toxic or nontoxic.
(t) Toxic Conditions: Exposure to toxic dust,fUines, gases, vapors, mists, orliquids-whichcause general .or--

localized disabling conditions as a result of inhalation or action on the skin.
(4) Dust: Air filled with small particles of any kind, such as textile dust, flour, woos', leather, feathers, etc.,

and inorganic dust, including silica and asbestos, which make the workplace unpleasant or are the Nource
of occupational diseases.

(5) Poor Ventilation: Insufficient movement of air causing a feeling of suffocation; or exposure to drafts.

U.I. GMT NNNNN PRIN71110 : 1911 0 -6110.37,



115 COIL WINDER, HA1d)

.pl h*ndtiM. Ataila mcbMe whIei .utn. WIiD&R, BAND; FoiMEa, AU1IAtWJ Cou.; Fouit, rnd eactromectankt,. tollowfug free.b&nd
y in4 mei onlo rb wd ol*wvc'a uprnthin

ms, 14rii-
ROTOR COCt. BkOtCbS fld In?netOt*, and flstD IIDdtOO13

ueen whiding, ot rIiIkIcL
. IIe@ oS ec$i, to v.tcrng

COIL INSPC?O (e1ectmnfc) u INrLcToft, C0M. electronic test equipment: WInth *trs Into c01L5 tCOL
pev,ut eving or orIet, W1NDI I (eloc, .QUIP.)1. AbM øMI ICOIL

, 1r(ftCe e nieti for tski, dirt, COIL-MACII1Nr POREMAN (nrntt. & bdsprtng) ansi (dee. qnIp.; eaotion)I, hiwninte COtL

Wthi, snd oth,j deIet. IIInd3 flntshd oofl lo
IISw1eoMing Mu

see rOAN, STEEL DIfl8toN. wfth nuUfl* initeritI ucb ws, ptIe,
tim,, contvo Ia aU.te hy-

*Uje p,j rm tr&nskr
CO!L-MACIUNE OPMATOR (apr) .er $PtINa tJUPIIrtATORj.

nc1 till tabk to coil onto
o11Yyt;T. be bY

Cou.rn. L1ug tnrt,ments PlIeb II1dItMU btidtSI 5'd
My dftVI.4eII COIL MOUN1R (eectzon) Cirttsi Ae8i OeUGSCOP( [A?PR, UCTONC CtMPONRflI).

d1ni to partIcn)r typo or Uade imme of mwhhi. JILIM. COIL WINDK (kc. eqtflp. L 711.711. WtDdI colli
d.d iwoduet coiled. COIL PLACER (furn.; rn&gt. & bebprthg) ue Bra,w for argo elocthca% oqWpmsoI, uiIn Iit-tps cofl'ijog) , LATh WNDZp..

tCft MAN (c&rpit& WAitp conu,
AMlI3lEL . wlntthig nrnchino: sid.g winding dJumuii to deW-

rug: tcxIflo seE
UopRAToM ll3JgZ. OporMoi

COJL-RHWtND-MAC1HNg OPERATOR (nonfer. mtno oe of we md winding blook, ieiith ofleidi, i1
(g,,01 iloil)

WP!et to.wlnd itoei ateip into coili as etrip emerges
If. rolling mill or

tnctil a1lo'a) AWU5. Tends wacInc that rowhds
abed metal ecUr tat. eomp-.ct rolls for shlpment Meei-

Jocaticfl of ca)io tt1ee en e1.CI WhIdlUI .:
block eOd core force foam stock end aecor to iathsI

hNt$conthtsesc. enae.Jtocg, pickling, or
Pfrtflg Ilnee: Moves controls to synchroniac coiling

urea ibeet width end IPtokims, Using (ape and mlcrorn-
eter. Regulatee air mLve to ratio and lower vertical

ol machine, rising wrenches. Cole innittoei
ond fiber flute, according to coil stao, (Wng tabig Cheer

.bine Speed and action of rn.cinna guides, gates, and arbor in accordance with width of coil. Pieces coil on and rule. flondsends of wires 1010cm lecids, it lIeri,
ff11. with feed tibte and conveyers. Examines strip arbor nianually or by use of hoist, inserts inside crif and sccurcc to cull form, cuing tape. Depreaee'I*dMto

iVi for ictiie, weld defects, and specified oil coating,
!etee spectfted width

of coil in arbor and starts machine to rotate. Observes start mahino cmii control speed of winding. Obiei"fli
and gage of strip, using Ineesur-

I taqce and miorometer.
operation to detect telescoping, or esceseivo tightness, counter and brows tapes at specified locatlone, usingl&O,

Cuts strip into speclticd
W Cuts defects from itrip eacess from

or colt. Cuti of! damaged portions of COIl, using aboat. electric pliers, or gas torch, Inserts ptaetic blocks be-
and tietai

II1I, Using
Removes arid stacks rowousid coils. Iwcen turns to form cooling duot, Turns eetserewa to

power shear aud weld utcher. Mows COIL SIAPER (any lad.) 724.g8I. coil prrader. adjust tension of wire and pounds coil, using fiber block
kOla to transfer coll onto conveyor for automatic
4hng mm!

Bpresds end shapes coin to ft erniature Cotor, and and hammer, to maintain specified !ine of coil, Cnt
piling,

(frau k .oted; nonrer, metal alloye) ass COILEn.
tnhl,gft SET-lit' MAN ice BPRING-COSUsSO-

atator slots, using coil-spreading rnac"Jne: Moves levers
and handwbeels to poeitico side ..amp., end clamps,

bars, blocks

wire, using snipi or bolt cutter, forms new leads, ilIdee
ginas sleeving over leads, inseit fiber fillers, and wrepe
insulation Pounds(spring)

I&r-Up Mxs.
spreader or forming which eat specified span at specified locatIon. end, of coil to

COILl.* TENOPt (carpet rug; te*tiIs) lee WACP
arid angie of knnckle, Pla cell lis clamp holders and
ciusee clamps, using hand le'e,s. Depreesee pdal or

remove from mandrel mmd winds t.apo by basic! to bold
wires and inside kRen In place. Reusices with virfltab

t0.Pfl4 ASSEMDI,RR (refrlgerat. equip.) ice Ala-
pulls levers to sprecutand ehap culls. Mines aicd ctervea

hsmmr, Releasea hand
to secure tape.

U. 721.884.
lumoeenm.cou, Aasaw'n.'n.

PINISHER

coil ends, using rawhide
clamps, removes cotta, and verifies dlmesicutoas o roll

- (siec. equip.) roll winder. snails type;
cell wlnder,uadom;apindle-asachjneodk,r. Winds

5C05. (dcc. equip. electronlea) 724.8$1'.
'.

using rule or teuxpiete. May wind coils fcooe Wianra coils lot electrical equipment, acoording to specified
Prepares wlr.wosifld coils for aembly In

SIIC'eulc or plectricel by
It (dec. equlp,)j. iugtb, width clecumlerenca, nact wire size, using call-

Selects fixture,equipxneut peafornuing any
bea*toc of Jollowtiig tasks: Pulls out tap wes from

con. SPRAvEIt (elsttrorilei) ire P*nqmn, SI'aT
(any ted.) IL

wtxxding machine: cere or bobbin, or

adjusts former to apecifled tire and lestesm (a machine
OIitpLS.WOufld eotl, sizing tweerers reid picks. Wraps COIL SPREADER (any (rid.) see Coil. BIIAPEn. arbor, using wrenches. Threads end of wire Iitn real-

inli with adhesive tspo and bends coil lead wires Into COIL..SPIUNG ASSEMULER (furn.; tnatt. A bed- tbrogh tension device and tapes to core or twin., around
mIan Preparatory to assembly. Dips coil wires Into
llie aolder to prepare them Rut eoldertng to

springl ati Spatno Asarusnurn. peg on iii Lure or form. Starts machine and manually
between toequipment

laffilials. Brrish
COIL STICKER (dental equip.) see Cou,snx. (uldes wire over corn or coil eprucers obtain

Observesvarnish or simIlar protective mate-
1W Ca

COIL STRAPPER (iron & elecdl) see j'aceaoasx, oven winding. counter and stops machine
colic. hip-solders insulated lend wires to cell

coil Wires to terminal lugr. Titans
(any irici.).

when specified turns have been made. Wrape, sheet
Insulation between layerswire from

JOec! connection.,, using wire cutter. Wrap, moist-
COil. TAPER. HAND (elce. equip.) T24.4. Ineula- of wowici wire end solders

taps (lends) to coil as specified, using sokireisig iron.
Id lwcmnccd paper around coils preparatory to Incpreg-

lion ecapyrs; taper, hand; taping a.esmbhr.
estaistee, tton, glam, mIca, or varnished cambric Ties coils with tapic or string to prevent n*rir,1k. Ciii.

Selit. i)ips coil lead-wirei Into pot of molten wax or
111w to burn off imnprgnat1an insulation

wrappers or tape around coils to insulate and reinforce w-ti'e, using hand wirecuttera. May aoldeo' etid -tape
leroslnnls to leads. Mayor materiel

Iseewir, ends, Holds lead wires against flame or dec.
prewound rotor end stator coils for electric motors and wind prImary (Input oil) over

Secondary (output coil) wiudthgs. May br&ed verniah
ib.1y healed resistance wire to burn off colton-threaci

heleII. tasetts brush

generators, using scissors, tape hook, mallet, and pliers:
ilecures coil iii vise, itralghtens leads, .ini f&sthns tar- on coil myers. May hammer end drift coils wthie wisul-

tnt to thread leadwire ends Into sander to re-
Sedi annel insulation. Paints or stamps color code or

minus, using pllem and hammers. Crete and
maintain rv'ulred size. May iid wfrei

through insulating sIeve. May be deilgnate accord.

tandAcatiso numbers on colts. May test coils lot
niVl circuitry, he

temporary binding irow eoil, using pick and scissors,
flruc'bes IIUO to end 01 talc. and wiinis p. n tug to typo of coil wound me Aneesvuag-Cota rxpenga;

I°xrw-Coir. Wisussa; Roroi-Cots. Wnmae; stA'ros-using continuity motor. May
IISV according to specific task perfumed as CoIL

number of layers tightly to cull sane or wraps sheet fi
Coiv WiNolca; Tonmnas.-CoiL WINDU; TiANerOenoxa-

stPu (electroniest: FIeLD-COIL AISCWIILZM; LCAD
£1ZIIILL* felectlo,uic,;; TIsxg.SI, lwaaza

isule14on around coil and secures, ulng dbesive tape.
May brush yasnisui between layers ci tape. May cut Con. WINDER IT.

WINDER, OPEN SLOT (eice,election.
'TiANsrcses., ASSCMULIC; Wa Ifteawsa

.nd tnulstton beetle, usingectroes at knife. May dIp -COIL eqisip.).
Winds heavy. round, ribbon, or strep wire over flu-

G5Ice); Wwg Cn.rn'rrx (electronics); Wili SANDCn
coil leeds into mltan solder to tnsureapants connectiowo.

turc fol open rIot electric motor wlndings, using coil.

$msenics).

J1E1Ul.ADna

May be destgnaied io4fng to type of cccli taped as

ARKATURE.Con. 2apaa; lrmun.Coxs. Tapes; Rorc,g-
winding machine: Wtndcu in layers, side by Mdi, for

spcclfied,. nusnboLoLtuplJJ)_cj1heu_
'Cpp 'esenrstrn.

COIL 'Farce; -------------------

'rAPEII,
around coils, using handtool. May be designAted

'ilil. tORMER AND PRESSER (eled. equip.) fl4,5f
COIL MACJUNE (alec. eiulis.) 12&88& - aerording to tm coil wound as Fsztn-Cou. WINDRR;

Peqide tolls to shape end-wimlts*gr, using mallet, gnd
inacAlne tapers taper colt, maridne. Winds on,

JNURCOIL Wrunea; IN'rgJIrol,z WvW*i Peeve.-
Wsmscictne that compresses atmatnle, rotor, and field

eabeetce, or paper taps around Stator, armature, end
Con. WINOrS. -

COntour: Places unit sex beneb fiXture
rotor coils, aililg eoll.taptog machine: lInus roil ci' COJL..WIN1EU (elec. equip.; efectronie.) *15

ISIS md.winniings, using mallet and funning tooLs,
Love oOto epool boldot and Ibreade end thsoagb guide

Vw.SAL-WUWJNIS-MAC*N5 Occasion..
'DI&& spool over armature shaft aid tap, with barn-

pins ol machine. Mtecb tape to coil with glue, using con. WINDER. AUTOMATIC (else. equip.) 7)4.881.
IS tacomp and form end-windlngs. Positions rotot bi'ih. Depresses P1515110 shut iisaehine aid holds coil

Wtflds thin copper wire oti eleetrincil equipment, aich -

es liter Tonically on bed of arbot puss. Starts ram
in threat of machine as tape-winding ring turns around as field cores, bobtitam, O into slots of unniture cores:

'lwenrs coils to prescribed shape. May insert COIL Engulatee qceed of winding ring WIlls clutch pedal Threads wire from spool Into matules. l'ia1* core or
iii lain core and secure by tlglitenli cy aerews or banding

sod maintains tension between ring end toM to wind bobbin on noes ping (holding device) of macbin..
power press. May pull colt leads through epa lug.

laRks, using

tape tightly and ealt'orsnly. Cuts tape end applies glue
to bold end of wound tape. tip. ends of toil with soft Statta mechanIsm width utud., specified numbet of-

bobbin.wire book. May be designated cording
fl as AastA?ufte-WINDIXO Foam.ga;

mallet to torus smooth surfaoe. May tIghten tape about
turns around core or Eiamlnes wout.1 coIl
for wire abrasion, specified number of leads, and peal.

USucr5.YoIre coil by twisting with sheet of rubber: May pleas out coil tion of wire on Insulation paper. Movej wire, not
htSlL PORMEI1, TEMPLATE (of ee. equip)

on preming equipment. May cut terminal wires to wound on Insulation - paper, onto insulation paper,
?ltai dagle. and bile-turn arincuture, rotor, or stetor ipeclflud lengths. May connect heeds to coil esid solder, using pick. 'l'wlsts coil leads together or bendi Into

Wire, thug template, bendhiig flzturos, COIL TESTER (dcc, equip.) ice Tsarea, ELcCTSICAL armature grooves. May attach coil Icarus to cores
(ailSi, 504 hendtoeds: Cuts copper bet to specified Cowineurry. .befmire inserting in machine, May tend several macbinea

CVIII,, sung beach nibbler, and taps wleh hammar - (electronics) see Trsflu, Eaeceeonenc CoupoNeneva, elmoullaeteously. May wind haiti resistance coils end he
offetfc. DiMe to straighten pce. Heats cut bar iii COIl. 'TIER (mitt. & fledsprtng) see Con. ,Aasaieaaei, designated If el.nx.Cozf. WINDEn.

fiends tiito U-shape, lrig kver..jprritpd M*CIIINl. COIL WINDER, HAND (tlectronie*) 784,884. WInds
--------------- tidip it csi4t51;--s,j COIL-iJNT-ASREMBLER,-HELLL(eiec.equlpj- U5-- wire coils used in suanulactureof ele'ctrdnlcolsmponenls,

- te U4het her over ttsip1ite with hammer and
'Wts to loin.

R,asIwro. ASSISCLIL such tie ,esL'stci and tvsnefotmors, sirIng manual-feed
ccii. Miy dip ccclii into solder pot

de May be designated teucoll formed
COIL-UNIT BUILDEL EXPERIMENTAL (elec' coil-winding machine: luetails winding arbor in chuck

Fitsesocordlag ironies) 714.881. BuiLds prototype esil unit. such as of machine, using wrench: coil total (psper or
Aao*yug Clstt 'TLI?-AmeATUU.CO,L mnnsfcrmau, armaturan, sad rotors 1*4 in electronla pleI,ttc tube) or partially wound toll on arbor. Tepee

(v.23)





Buena Park
Fullerton
La Habra
La Vista

I. WISC

C.A.
Anxiety

PSYCH PROFILE
CONFIDENTIAL

Special Education Work Experience Education

Sunny Hills
Troy
Sonora

--Lowell

IQ

Verbal Scale IQ
Visual Perception

Diagnosis:

Date

Name
EH MR OH

Performance Sc,.v.le IQ

Auditory Perception

Prognosis:

Examiner:

Summary:

II. RAT

III. MEDICAL

Limitations:

Prognosis:

Diagnosis:

IV. INTEREST

PIOTI:

Reading:
- --- --

Math:

COMM
ADR/PERS

V. GAIT

OAP:

CH PROF ESTH' SCI

Worker Trait Group:

DOT CODE:

C O N F I D E N T I A L

(25)



SELF APPRAISAL ASSESSMENT STRUCTURE (SAAS)

Administered most successfully to grades 9-10, (although used for older,

students, including adults wishing to make career changes) the Self Appraisal

and Asse'SsMent Structure can help students toward a realistic self-concept

that may have an action-producing effect.

Using a pencil and the test booklet, students select activity lists

which most resemble their own. Ratings for each list are.then.recorded by

the student.

Through discussion and evaluation of these ratings, students begin to think

about their occupational futures and perhaps explore soMe-fields'they hadn't

Considered before. Also, each student gains a, better understanding of his.

potential. A final career choice is not a goal. The test isa catalyst to

,begin thinking in broad vocational areas.

---------- ----

Source: Stanley R. Ostrom
Office of Education
45 Santa Teresa Street
San Jose, California 95110

(0)



Ch I.

DESCRIPTION OF SAAS SYSTEM

The Self-Appraisal and Assessment Struc-
ture, and the materials that accompany it,
constitute a complete program utilizing
the behavioral approach to counseling. By
means of this program, the student is car-
ried through a series of steps to bring him
to the point where he will have an improved
picture of his educational and occupational
objectives.

The total program is presented in the three
booklets listed below:

Self Appraisal arid Assessment Structure
Self Appraisal and Assessment Structure,

Student Handbook
Self Appraisal and Assessment Structure,

Administrator Manual

The first publication consists of the rating
scales. These scales are described a few para-
graphs below when the question "What Is
It?" is answered.

The Student Handbook is designed to be
the student's property. By means .of a few
illustrated questions and concept introduc-
tions, an attempt is made to help prepare
the student for the administration of the
Scales. These pages are followed by the pro-
file upon which the self-ratings are recorded.
The remaining pages of the Handbook are
written with two purposes in mind. One is
to cause the student to validate his ratings
against other sources of information and the
second is-to start him exploring occupation-
al objectives compatible with his interests
and abilities.

The third publication, the Administrator's
Manual, is the booklet you are reading.

The philosophy and suggestions for usage
of the SAAS System are presented by means
of answers to thee questions which begin
with the question "What Is It?" and a brief
statement illustrating some uses.

What Is It?

The SAAS represents a self assessment pro-
cess carried out Ki means of a group of
self-rating scales set up within a structure
which enables a serious and concerned stu-

(.2'7 )

dent to make a workable appraisal of a nu-
ber of abilities that are related to academic
and occupational success. The scales are
twelve in number. The first, eight, which
deal with vocational fields, are listed below:

1.
2.
3.
4.
5.
6.
7.
8.

Scientific
Mechanical
Clerical
Computational
Sales
Social Service
Verbal
The Arts

Each scale consists of seven paragraphs that
are descriptive of varying degrees of com-
petence in the field. By choosing the para-
graph that describes the level at which he
feels he is functioning, the student makes
an estimate of his abilities in that field. By
completing the eight field scales, the ex-
aminee in effect says, "This is how I see
myself in eight important occupational
fields".

There are four scales that are related to
academic level. They are:

1. Academic
2. Motivation
3. Energy Output
4. Organization

The four level scales follow the same struc-
tural pattern the eight field scales. How-
ever,- the four ratings-are-summed -to pro:
duce a Total Level Score. This score is re-
lated to the student's ability to do academic
work

In addition to the twelve scales, there are
eight brief interest scales. These scales en-.
able the student to indicate his interest in
each of the eight fields represented by the
Field Scales.

Some students arc overly optimistic in their
evaluations of their own abilities. Others
are much less optimistic than they should
be. Therefore, after a student has taken the
assessment scales, he is .presented with a
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confrontation system. The degree to which
he is asked 10 queslion his ratings depends
on what use is to he made of the rating's.
The ratings that he gives himself in the
eight fields are relative and need not be en-
tirely accurate. If he rates himself too high
or too low on one field, he will do so in all
eight fields. His major concern is the identi-
fication of the fields where he has the great-
est strengths. Hence, after completing his
self-ratings, he is asked by a series of ques-
tions to think back over his developmental
history and produce some evidence that he,
in fact, does have abilities in the fields that
he has indicated as his strongest. While it is
recognized that a student who has given
himself an unrealistic rating can continue
to delude himself, answering these questions
will have the effect of adding some reality
to his self-evaluation.

The need to validate the Level Rating is
great. This variable is related to the academ-
ic level to which the student should aspire.
If the individual rates himself too high, he,
in effect, will be making academie plans that
he will be unable to complete. If, on the
other hand, he makes level choices that are
too low, he will be aspiring below his poten-
tial. Hence, a system has been devised where-
by scholastic aptitude test scores and school
marks are combined with his self-ratings to
provide a composite Total Level Score.

When the Field Scores have been determin-
ed and a Total Level Score has been ob-
tained, the student is then asked to record
the values on a Field and Level Table. This
produces a graphic picture of the individu-
al's strengths and weaknesses - his occupa-
tional_ - educational self concept.

What Part Does Self-Concept Play?

Super, 1,2 Hoppock3 and others concerned
with theories of vocational choice, have
long contended that an individual's self-
concept plays an important role in his oc-

etipational development. The general eon-
MINUS IS that the individual moves into oc-
cupational areas that satisfy his concept of
himself. The young person who sees him-
self as wanting to help other individuals,
being skilled in gaining the confidence and
trust of others, may move into social ser-
vice areas. The individual who sees himself
as having skills in working with words, both
in the written and verbal media, might con-
ceivably feel comfortable in the verbal area.

Combs" writes about self-concept as in-
fluencing one's present actions in all areas
of life. Unless an individual has .a postive
self-image, he will not function in a postive
manner. Thus, if a young person sees him-
self as one who does not have the ability to
learn to read he will not become a good
reader. On the other hand, if he sees him-
self as a good student, one who is verbal,
and who knows how to handle words, he
will attack reading problems in such a man-
ner that he will become a good reader.

The Self Appraisal and Assessment Struc-
ture uses a self-concept in a manner that
is a combination of these two. A consider-
ation of the field scales. will give the,stu-
dent insight into his occupational develop-
ment. An examination of his level. ratings
will give -him a better understanding of his
self-concept .in the academic realm. As the
student progresses through school, he will
make many decisions based on how he sees
himself in these areas. As the students study
their SAAS profiles, some will find that the
picture presented by the profile will be in
agreement with what they expected to see.
Others will be either pleasantly or unpleas-
antly surprised to see that their SAAS rat-
ing-differ Markedly-fro un-th-eir-expecta;--
tions. Thus the student who has a realistic
picture of his abilities will experience a re-
inforcement of his self-concept and may,
in addition, obtain a clearer picture of him-
self which should result in a crystallization
of his educational and occupational plans.

1. D. E. Super, The Psychology of Careers, Harper and Row, Publishers, Inc. New York, 1957.
2. D. E. Super,, R. Starvishevsky, N. Matlin, and J. P. Jordaan, Career Development: Self-Concept Theory.

College Entrance Board, Princeton, New Jersey, 1963.
3. Robert Hoppock, Occupational Information, McGraw-Hill Book Co., New. York. 1967.
4. Donald Snygg and Arthur Combs, Individual Behavior, Harper and Brothers, New York, 1949.
5. A. W. Combs and D. W. Soper, "The Self, Its Derivative Terms and Research".

Journal of Individual Psychology, XIII, 1957.



The: individual whose aspirations are nor
realistic in terms of his past experience has
two alternatives from which he can choose.
He can enter into a program to remedy his
weaknesses, or he can adjust his plans so"
they become compatible with his abilities.

A reasonable objective to which users of the
SAAS system can aspire is that of giving
each student a realistic self-concept that will
have an action producing effect.

What Does SAAS Do?

During the four years that the SAAS mate-
rials have been in use, students who have
taken them have been asked to evaluate the
scales. Two bits of information have come
through in each of these evaluations. One is
that the whole process starts the students
thinking about their occupational futures.
The second is that it causes them to consid-
er some fields they have never thought of
before. These arc important considerations.
Many students complete high school arid
enter college, having done very little think-
ing about what they will ultimately be doing
with their lives. There arc several reasons
why it is important for students to make
some form of plans. Having a plan gives
one a feeling of purpose. The individual
who .has no real purpose in school obviously
loses an important motivational force. Ad-
ditionally, an individual making an occupa-
tional choke relatively late in his school
career may conceivably lose numerous op-
portunities to take courses that will help
him prepare for his ultimate occupational
objective.

It is easy to misunderstand the objectives of
___the_. progr ani.Du ri ng--the_ fou ryears-t he

scales have been in use, the relatively plain=
tive cry, "Why do I have to make a voca-
tional choice now? I am only a tenth grad-
er", or "I am only a ninth -grader", has
often been hfard This represents a rejoin-
derstanding. No one is suggesting that the
student make a final vocational choice.
What is being suggested is that he start
thinking in terms of broad occupatioTai
fields. Even if this occupational explor-
ation does not go beyond the broad fields,
he can still make educational plans that are
compatible to his occupational exploration.
If on the other hand, he is motivated to te-

fine his thinking to the point where he
comes up with a specific occupational
choice, his educational planning may also
become more specific.

Another function that the instrument serves
is that of causing students to face reality in
terms of their own abilities. A comment
written by one student as a reaction to the
SAAS was, "I got a good picture Of myself
and didn't like what I saVe . Another wrote.
"Why do you disillusion us with such a
blow at this time?" A group of junior boys
looked at the results of their SAAS con-
siderations and one of them said, "Gosh,
we've blown the whole bit." He was referr-
ing to their school experiences and the fact
that they had done little throughout their
school careers to prepare themselves for any
form of educational or vocational endeavor
beyond high school. Each of these young
people had beenfOreed to face up to some
facts about himself that many students ig-
nore during their high school tenure. This
can be a rather traumatic experience and
some counselors have been a little fearful of
what this might do to the student. It would
appear that it is better to face reality in
high school when there is still some .time to
make adjustments than to wait the
individual gets out of high school and finds
himself in a position where there is- no op-
portunity to readjust his school program.
There are thousands of high school students
in California who are progressing through-a-
college preparatory sequence at less than a
C level..This is hardly realistic. For many of
these young people, however, reality will
catch up to them when their initial job sue-
cess leaves something to, be desired, when
they are refused admisSion to a four-year
college; -or when-they-experience- failure-in
their first year, at junior college. The logical
question . is, "Why not face reality early
enough in high school to do . something
about the areas of weakness?".The individ-
ual who faces up to his: nadequades early
enough to remedy what is remediable, or
adjust the school program to weaknesses
that cannot be remediated, will naturally
make the most profitable use of his high
school years.

A third important function of. the SAAS
system is that of helping the individual ob-
tain a better understanding of his potential.



Through this process, he has an opportu-
nity to do some vocational and educational
exploration based on information. that is
relatively valid and which is acceptable and
understandable to him. There are too many
different vocational and educational Op-.
portunities open to

to
people in high

school and college to leave one's future to
ehamm.

Uses of the SAAS

l4 cod IlimayiNg the manteat may lie inter-
noted in the maturity levels at wink+ the
SAAS has been administered and the vari-
ous uses to which it has been put.

I. Grades 4 and 10. White the struc-
ture has been used in very limited quanti-
ties in Grade 8, it has been usedin quantity
in Grades 9 and 10. When the administra-
tion of the SAAS at this grade level has
been followed by discussions, most success
has been reported when the topics have
covered abilities, traits, and values related
to the fields rather than exploration of spe-
cific occupations. Many students at this age
level are too far removed from entrance into
the world of work to be interested in any-
thing that even mildly suggests that they
make an occupational choice.

2.. Grades 11 and 12. The occupa-
tional maturity of students at this level is
such that they will enter actively into ex-
ploration and discussion of occupations in

(30)

the various fields. In their consideration,.
the Structure e:111.-1,e used with other vo-
cational instruments. Some counselors have
administered the SAAS in conjunction with
interest inventories and have found that the
instruments have supplemented each other.
effeetively. After having taken the SAAS,
students often find aptitude test results
more meaningful.

One county Neighborhood Youth Corps
administrator gave the SAAS to all the NYC
students in his jurisdiction. He reported a
postive response by the Corps chidents. The
SAAS administration and the resulting at-
tention did much kir their feelings of self
worth.

3. Adults. Limited use has been
made of the SAAS at Junior College. Stu-
delfts enrolled in orientation classes need
help in understanding themselves. Where it
has been used for this purpose the Structure
has been reported to be helpful.

At one Regional Occupational Center, the
SAAS was used with adults who were at-
tempting to get a new occupational start in
life. These people react favorably to the
instrument. The school-oriented references
are slightly irritating to them but the non-
threatening aspects of the instrument, more
than compensate for these minot irrelevan-
cies.



NOM:WADING APTITUDE' TEST- BATTERY (NATB)

For use with disadvantaged. persons; ', H

The Nonreading Aptitude Test Battery is designed to test persons who do

poorly'on-standard'voCational tests.beCauSe:of teadingHdifficu4y;' 'Or:because

they cantiOtread..atalLy:

TeSt instructions and test..4ueSt4ons:iire read by:the test adMiniStrator,

After recording andeValuating scores, discriminatorY:fharriers in.eMploy-

ment can be broken down, ThoSe tested can discover potentials and capabilities,

regardiesS of lack of experiente, education:, or training,

,Sourtet Judy E. Warrenfeitt
.

Officeof--Information77--.-
PubtitationS and Ropoit.s.:..

u,s. Department of.Labor
450 Golden Gate Avenue
Box 36017-
San Francisco, California 94102

OT contact loCAI MD Office



iA VOCATIONAL. EVALUATIQN SYSTEM IN SUMMARY

Developed by litallex l'iltication and
liaining I Nvision, a company special-
iretl.in training the 'disadvantaged.
THE GRAFLEX SYSTEM: Pinpoints

...aptitudes and interests through work- .

directed activity in a variety of skill
areas.

Increases chances of.success in .
iatertrairting...
Saves evaluator and trainee time
Eliminates frustrations

. Increases-training efficiency

. Variety of work skills evaluated
Self-study work tasks and audio-
visual techniques combined
Quantitative and qualitative evalua-
tion techniques utilized
Assistance in putting the system into
use is available

The Graflex Vocational Evaluation -.

System is a direct result of Graflex'
experience in training disadvantaged
clients in a variety of programs:.

Job Corps Centers
Vocational Rehabilitation Training
Centers
Correctional Programs
NABS/JOBS Programs

Graflex Training Division offers a
full line of services, curriculum mate-
rials, equipment, and management
expo ti.;:. fz,r manpower development
programs.

STATIONS

CLIENT Basic Tools

EVALUATION

Performance
Interest

"Behavior

Needle. Trade
Clerk

Sales & Office

Refrigeration
Air Condition-
.ing JHeating_

STATIONS

AREAS OF APPLICATION
VocatiOnal Rehabilitation Centers
VoCational/Technical SchOols
NABS/JOBS Programs
Manpower Development & Training
Centers
Correctional Programs

G
71.0tICA

-

Business and Industry Training
Programs
Labor. Union Training Programs
Job Corps Centers
COnimunity Training Programs

For Additional Information, please
contact:

Graflex EdireatiairandlrainingDiviskin"
3750 Monroe Avenue
Rochester,'New York 14603
Phone: 716 586-2020 Oa.)

Graflex will work with any organiza-
tion to tailor the Vocational Evaluaiion
System to the customer's requirements
and smoothly integrate' it into
existing programs. We will also.work
to, develop individual stations or art
entire system to meet particular
requirements.



13RAINARD OCCUPATIONAL PREFERENCE INVENTORY

The Brainard Occupational Preference Inventory gives student and

teacher some insight for determining the lcinds of job related tasks a student

ikts best and those he-dislikes.

Ratings from this particular questionnaire are helpful in channeling

studies or interests, determining future class schedules and identifying

possible career fields for exploration.

Students are asked questions like: How would youi like to answer the

telephone give information asked or take messages for others; sell things

or services to people, explaining why they should buy them; drive a truck

or automobile, pilot an airplane, or run a motorboat and under3tand its

mechanism? Students answer questions on a scale of 1-5 with one being equal

to "strong dislike" and five being equal to "strong like."

Source: ThePsychological Corporation
.304 East 45th Street .

New York City, New York 10017
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tmaisbei in the answer sheet is the same as
the number of the question you are answer-

- ing. Make some-mark for every questions do
not skip any. When you get to Part 2, which
begins. with question 181 on page 7, answer
the 'questions on the left-hand side of the page
If ,you are a male or. the questions on the
right-hand side of the page if you are a
female.
Remembers make your marks heavy and
black and keep them inside the pairs of
dotted lines. Now begin.

The examiner and 'proctors sitomid walk among the sub.
jc.cts while they are taking the tr...Taitory to check dint
responses are recorded pmemody sad that items are not
omitted.

The subjects may he permigod tu turn in their answer
sheets, booklets and pencils Ara 'bey have finished-el of
the items or they all stay selaired to stay. quiet ;y in
their seats until everyone kw intiehed.' The former is the
preferable procedure if tao annitimps of the testing room
permit.

SCORING

even though the omissions ere in different fields. It is as-
suinecAfrom a record of this kind that the subject was not
responding io the bat of his ability. If possible, ritliti re-
turn the answer sheet for completion, or retest.

Six held scores are obtained from the Brainard Occupa-
tional Iii.elerenee Inventory. Spaces for recording the scores
are presided -on the answer sheet. Scoring may be done
either by hand or .ry a test scoring machine.

11141,tn Scosurm
The questions for each of, the six fields are in s block

on theanswer Sheet, Page 4 of this Manuel shows an answer
Shea on which lines have Leen drawn to outithe the blocks

.

of hails fOr each field. The scorer may either keep this page
of the Manual in sight when =flog or make a copy on a
blankanswer sheet. It is not necessary to draw the lines
oat each used answer sheet as one will quickly become
familiar with tile position of the fields.

The weights for the variotis responses are: 1 for SD;
2 for D; 3 for N; 4 for L; and 5 for SL. Score each
field by summing the appropriate *eights for the given
responses and record the scores in the proper boxes at the
top. edge of the answer sheet. These are the boxes imme-
diately f011oWing the names and numbers of the fields. The

..lowest possible score for any field is 20, meaning that the
..siihject has marked SD for each item; the maximum
score Is 100, in which case every item has been marked.
through the SL.

The table below shows, the item numbers for each occu-
pational field.

Field Item Numbers

I --= Commercial 1-20
-- Mechanical 21-30; 41-50

111 - Professional 31.40; 51.60
IV Esthetic 6140; 01-90
V -- Scientific 71.80; 91.100

VI Agricultural (for .Boys) 101.120
Personal Service (for Girls)

I IMITTED ITEMS
if only one item in a field has been omitted, treat it as

n response of N (neutral) and give it a weight of 3, But
when two or more items in a field hove not been marked,
no wore should be obtained for that particular field as such

icon. could only he a: approximation of the subject's
;Merest. Should there be six or more omitted items-through-
out the entire answer sheet; the paper should not be scored

MACHINE SLOWING
A single IToring stencil permits an operator to obtain

all six fled scores from one insertion of the ansoer sheet
in the. IBM Test Scoring Machine. The settings of the
switches to get the various scores are shown in the table
below.

Setting of
Master Central

Switch
A
A
B
B
C
C

Setting of
Formula
Switch

A on Bights
A on Wrongs
B on Wrongs.

B on Rights
C on Rights
C on Wrongs

Field Score
ICommercial

II -- Mechanical
IIIProfessional
IV Esthetic
V Scientific

VI .Agricultural (Boys)
Personal Service, (Girls)

Since a considerable number of switch movements are in-
volved, the scoring machine operator.should study the table
carefully. Note,, 'for example, that when the Formula B
switch is set on Wrongs, the score for Field ill is obtained;
when it is set on Rights, the Field IV score is obtained.
It iG, of course, extremely important to record scores in the
proper boxes on the answer sheet.

Attention should be paid also to the rheostats correspond-
ing to the A, B and C formula switches. The rheostats should
be adjusted to give a proper reading when the appropriate
formula switch is set io either R or W. This should be
checked by putting through the machine marked answer
sheets for which each field score is known in advance. On
each such check sheet, no two field scores should he the
same.

Before actual scoring, the answer sheet must be scanned.
Since the examinee is required to make relatively long
marks on the answer sheet, it is important to make sure that
each mark is of sufficient length in terms of the answer in-
tended, and that the entire mark fills up the space between
the dotted lines.



INTRODUCTION

The HrninardOccupational Preference Inventory permits
a systematic study of a person's interests. It is a standard-
ized spiestionnaire designed.to bring to the fore the facts
about a person with respect to his occupational interests so
that he and his advisers can more intelligently, and objec-
tively discuss his occupational and educational plans. The
Inventory can be administered in about 30 minutes. It is
intended for students in grades 8.12 and adults.

The. Inventory requires a relatively low level of reading
skill, as determined by application of readability formulas.*
Because Of this, it may appropriately be used at lower edu-
cational levels than similar instruments which contain more
Milli+ all reading material. Adults with limited educational
backgrounds may also be able to react with greater under.
.moiling to the items of the Inventory.

A questionnaire of this type does not analyze the vim.:
Ilona] fitness of the person who answers the questions. It
provides information concerning one vital phase in the
complex matter of setting his vocational plans wisely and
planning a program for attaining his goals. The counselor
needs to be aware of many other variables and to warn the
counselee about the necessity for other data about himself
and his proposed choices. Other personal factors whicth must
be considered are general ability, special abilities, physique.
sezi age, and special training, in addition to a general ap-
Traisal of the economic significance and limitations of the
proposed occupation. The interpretation of preferences, as
measured by the Inventory, in relation to these minters is
of great concern to the counselor.

DESCRIPTION OF THE INVENTORY

The Brainard Occupational Preference Inventory yields
scores in six broad occupational fields for each sex. Bothbovs

and girls obtain scores in the fields identified as Com-
mercial, Mechanical, Professional, Esthetic, and Scientific.
Only boys answer the items which yield an Agricultural
scow: only girls answer die items for a Personal Service

Each field contains twenty questions divided equally
among four occupational sections. The subject responds to
each item by indicating whether he strongly dislikes the
activity, dislikes it, is neutral about it, likes it, or strongly
likes it. Answers are marked on a separate answer sheet
by drawing a Iine which indicates the choice of response.

ADMINISTRATION

PREPARATION
The room in which the Inventory is administered

,booth he well-lighted, well-ventilated and free from dis-
tractions. Each subject should have adequate space in
which to work. The examiner must become thoroughly
familiar with the instructions on the cover of the Inven-
tory booklet, particularly with the method of marking
answe.rm int the separate answer sheet. If more than 25
individuals are to take the Inventory in a single session,
the. examiner should have the assistance of one or more
imprint's who are familiar with the instructions. The ex.
a mi ncr must asswne responsibility for having all the neces-
.auy inaterials on hand and ready for the administration
of the Inventory.

MATERIALS

For every person who 18 to take the Inventory there
toast be a question booklet, an answer sheet and a pencil
with an eraser. If the answer sheets are to be machine
scored, the pencils must contain clectrographic lead. The
pistion booklets are reusable, so it is important that the
subjects make no marks in them.

Siellhe. II. The rending difficulty of interest inventories. Occupations,
1917, 26, 95-95. See also: Rocker, E. C. A comparison of seven interest
inventories with respect to word usage. J. educ. Res., 1948, 42, 8-17.
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TIME
There is no time limit for the Brainard. Occupational

Preference Inventory, but 30 minutes should be ample
for the administration of the Inventory to most persons.-
This permits use of the Inventory during a single class
period.

PROCEDURE

Distribute the question booklets, answer. sheets and..
pencils. Say:

Do not make any ,marks on the question
booklet. Do not write on the answer sheet.
until I tell you to do so.

When everyone has his materials, say:
Look at the instructions on the booklet while
I read them with you.

Read aloud the instructions on the front page of the
booklet. After the subjects- have filled in the identifying
information on their answer sheets, ask for questions about'
the marking of responses.

After all such questions have been answered, say:
When l tell you to begin, open the booklet
to the questions and put your answers on OW
separate answer sheet by drawing lines as
described in the instructions. Be sure that the



J01:4-0 is an aid for students to determine what jobs best fit their interests,

what they like to do, and what special skills or training,they will need

certain jot:is tbey like.

This test is helpful in determining areas for career

aptitude, ability or previous experienCe.

Source: CFKR Career Materials
P.O. Box 4
Belmont, California 94002



What will you be doing a few years from now?

What would you like to be doing? How can you find out what you want to do?

JOB-0 will help you find out how you see yourself, what kind of job best fits your interest, what you like to
do most, and what skills you need to get that job. However, JOB-0 does not measure your ability or aptitude
to do the task involved in the occupation you will choose. JOB-0 IS EXPLORATORY ONLY.

You are now ready to begin.

1. First obtain an Insert Folder entitled "JOB TITLE SEARCH". Place that Insert Folder between pages 8
and 11 in this booklet so that the JOB-0 INDEX BOXES can be seen above this page.

2. Now having placed the Insert Folder in the booklet you are ready to take the test. Be sure to read and
follow all directions on each page.

(rd. W lien you have completed the boxes in the JOB-0 INDEX, read the directions on the Insert Folder and
find jobs that match five or more of your numbers. You will find 120 jobs listed on pages 11-14. Go
through all of the jobs and then the research on the Insert Folder.

THIS BOOKLET IS REUSABLE PLEASE DO NOT MARK IN IT.

TURN TO PAGE THREE AND BEGIN.

(31 )



CALIFORNIA OCCUPATIONAL PREFERENCE SURV.IYT2ED_

Appropriate for both college bound and N.O. students, the California

Occupational Preference Survey measures interests and activities at pro-

fessional and skilled levels in fourteen occupational clusters.

Students are presented with instruction on how to obtain and interpret

their interest scores in relation to the scores of students at their educa-

tional level.

The student is then encouraged to begin acquainting himself with the

available information in the career areas where his interest scores are high.

This instrument is an aid to constructive career planning at the high sChooi .

level.

Source: Educational and Industrial
Testing Service

P.O. Box 7234
San Diego, California

(38)



CALIFORNIA OCCUPATIONAL PREFERENCE SURVEY
The California Occupational Preference Survey (COPS) was
deitloped for use in vocational counseling, particularly with
junior and senior high scnool and college students and young
adults. It is particularly well suited as a point of departure for
exploring the world of work since interest scores are presented
in terms of families of related occupations, thus broadening
the outlook of occupational opportunities available to an
individual with interests in a particular area. The rationale
underlying interpretation of scores is that the young adult who
is just formulating his career plan would prefer to increase his
knowledge of those many occupations available within his
particular area of interest rather than isolating a single occu-
pational choice.

Fourteen occupational cluster scores are obtained from the
COPS representing the entire spectrum of occupations. In-
terest in occupational activities at two 'levels (identified as
Professional and Skilled) are measured within six major group-
ings plus two additional groupings for which levels appear to
be inappropriate. In general, those occupations in the Profes-
sional Level are characterized by a greater degree of autonomy
and respOnsiblity and typically require college training and
advanced degrees. Occupations in the Skilled Level are those
usually requiring specialized training such as would be
obtained in trade or vocational school and on-the-job training.
Interpretation of scores begins with the comparison of an
individual's scores profiled against norms presented for the
COPS high school or college sample.

THE COPS STRUCTURE
OF OCCUPATIONS
Development of the COPS was based on the classification of
.occupations into major groups and levels within each group as
hypothesized by Anne Roe. Factorial research into the occur
pational interesis of students required certain modifications.in
this theoretical classification resulting in the model of occupa-
tions measured by the COPS! The structure of this model is
depicted below.

'Knapp, R. IL Classification of occupational interests into groups and
levels, Paper presented at the Society of Multivariate Experimental
Psychology meeting. Berkeley. 1967.

-

Validity in terms of internal structure and criterion group pro-
files and reliability in terms of split-half and test-retest estimates
are presented in detail in the COPS manual. Median reliability
coefficients for these conditions were, respectively, .92 and .88.
A study of the stability of COPS profiles through the high school
years is also reported in the manual. Shown below is a profile of
a high school student from a sample tested on three different
occasions over a two-year period illustrating the stability of the
COPS interest profile.

PROFILE SHEET FOR THE CALIFORNIA OCCUPATIONAL PREFERENCE SURVEY
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please send
A DEMONSTRATION PACKET for the CALIFORNIA OCCUPATIONAL PREF-
ERENCE SURVEY is available, without charge, to teachers and counselors who
request this for consideration in school use.

Demonstration packet for consideration for classrooM use.

C I Complete COPS specimen set .. $2.25

School District

Attention

Street

City State

Signature

P. O. No:

09)

Zip



FORMAT AND.
ADMINISTRATION:
The COPS consists of 168 items describing activities
performed in many different kinds of occupations. Students
respond to these activities by indicating their,degree of liking'
or disliking for each activity. The items reflect actual tasks
performed rather than being phrased in terms of often un-
familiar occupational titles. Further,. the COPS is brief and
when using the Self-Scoringorm can usually be.completed in
20 to 30 mita :tes and scored by the student in another 15 to
20 minutes. Responding to the survey proves to be an
interesting experience for the student and provides a valuable
entry into the exploration of the world of work.

The COPS response format and sample items are as follows:

14. Make passengers at ease for
a commercial airline

.39. Operate an office duplicator
or copy machine

65. Apply composition roofing or tile
to the roofs of buildings

82. Write a brief instruction sheet . . .

161. Conduct a youth group leadership
train i ng_program

Like very much

like moderately

dislike moderately

Dislike very much

L 1 d

Overhead transparency masters are available to assist teachers
and counselors in working IA groups of students on the
administration of the COPS. These also may be useful in
explaining student COPS scores to groups of parents.

USES:
The COPS is designed for use in guiding students in the explor-
ation of occupations. It is particularly appropriate for the fol-
lowing applications:

in classroom group guidance units as a point of departure
for exploring the world of work.

as an introduction to use of VIEW or the Dictionary of
Occupational Titles.

as a guide for students in exploring outside sources of infor-
mation about specific occupations.

to assist students in planning their high school and college
major program.

to assist students plan their post high school training.

to help widen occupational horizons for the potential drop-
out by specifying .occupational opportunities available to
them within their particular area of interest.

for individual counseling with high school or college
students.

(yo)

FEATURES OF THE
COPS:
EASE OF ADMINISTRATION. The COPS is comparatively

short and is easy for the counselor or teacher to administer
and easy for the counselee or student to answer. Statement
of job activities is in a form easy to respond to even by
those students who may otherwise be unfamiliar with the
occupational title. Further, the COPS free-choice response
format allows the student to state his degree of liking or
disliking for each activity and does not force students to
chose between activities which may be equally appealing or
distasteful as in forced-choice inventories.

BRIEF ADMINISTRATION TIME. The Self-Scoring Form can
usually be group administered in about 20 to 30 minutes
and self scored in about 15 to 20 minutes. Thus, admin-
istration and scoring can often be completed in one class
period. A study in one sample of 164 unselected high,
school students showed the range of time to respond to the
items to be six minutes to 27 minutes with a mean of 13 ..
minutes. Self-scoring time ranged from five minutes to 20-.
minutes with a mean of 11 minutes.

ONE INSTRUMENT FOR PROFESSIONAL AND. SKILLED
OCCUPATIONS. The COPS measures interest in occupa
tional clusters both at the professional and non-professional
levels. One instrument <thus provides interest. profiles,
appropriate both for the college oriented student as well as
for the vocationally oriented student.

MACHINE SCORING. For large-- administratiOns machine
scoring may be accomplished in computer by using one of
two sheets which may-be read either by the IBM 1230 or
Digitek optical readers.

SELF-SCORING FORM. A specially printed disposable 4;1
booklet may be hand scored by students themselves and
profiles plotted on the Self-Interpretation Guide booklet
providing a compact and definitive vocational guidance:..,
unit with immediate feedback of results.

GROUP GUIDANCE. Classroom guidance is facilitated for the
counselor or teacher through, use of the Self-Interpretation
Guide and auxiliary reference Material available to, the
student. The survey provides the student with a..broad .

overview of the world of work enabling him to consider a
large number of individual occupations.

SELF-INTERPRETATION GUIDE. The interest profile which
results from plotting the COPS scores shows the students'
relative interest in each occupational area a: compared with'
other students. Each student may select...fc,r further indivi-
dual study occupations in those areas where their interests
are highest. Sample occupations are presented in the stu
dent's copy of the Self-Interpretation Guide and Profile
Sheet; These occupations are keyed to the DOT page num-
ber and, by following this up, the student is referred -to
current, detailed information about these and other related
occupations in his area of interest. Sample occupations are
also keyed to the V.1.E.W. system and-in those localities
where this or similar microfilm occupational dissemination
systems are available, the student can obtain information
appropriate to his locality about these occupations.

IMMEDIATE FEEDBACK AT LOW COST. Use of the Self-
Scoring Form in conjunction with the Self-Interpretation
Guide provides the students with immediate results of their
individual interest patterns. In providing for local,' student'
self-scoring, the COPS eliminates the time delay in reporting
results to the student and greatly reduces the cost of obtain-
Log these results.



why not help 000* PIC
with fhe help of

EDUCATORS ASSISTANCE IN
e;:,' r .

PIC(fictorial fhirintory of Careers) is a new and
unique vocational guidance tool. It is the result of
over three years of research and development during
which time .it was given to over 4000 Students. The
PIC represents a, different approach to career interest
assessment. it utilizes a pictorial technique which
sets -it 'apart from the traditional .verbal interest
inventories. Because of its non-verbal design it can be
(and i;; has been), used with almost any age group,
eletnentary, junior high, senior high and post high;
school adults. Every aspect of this inventory has
been. conceived 'with simplicity in mind. The only
equipment required to administer the PIC are a
standard slide projector, two trayi of slides and a
brief set of instructions. The only implements
needed for taking the PIC are a pencil and answer

, sheet. The results are provided on an easily readable
computer print-out that requires a minimum 'cif
interpretation. The PIC is truly the first fresh idea in:
career interest assessment to come along in years. ,
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The PIC consists essentially of a set of 35 mm. slide
pictures of people performing diverse tasks in twenty-one
different occupational clusters: Agriculture, Business and
Office (Data Processing), BUsiness and Office. (Secretarial),
Communications (Fine Arts), Communications (Media),
Criminal Justice, Electrical/Electronics, Zngineering Tech-
nology (Applied), Engineering Technology (Civil/Drafting),
Environmental & Natural Resources, Health Services, Home
Economics & Food Services, Mid-Management &. Super-
vision, Science and Laboratory, Service (Air Transpor-
tation), Service (Fire Science), Service (Personal), Service
(Public), Trade And Industry (Construction), Trade &
Industry (Mechanics), Trade & Industry (Metal Trades).
There are ten slides for each cluster. The slides are shown,
without commentary at eight second intervals. The "testee"
responds to the slides by marking one of five choices,
strongly like, slightly like, neutral, slightly dislike and
strongly dislike. The computer tallies the responses and
provides the results on a large,. clear print-out, The
individual receives both an "absolute score" which indicates
whether his total response to the ten slides of each cluster
was positive, neutral or negative, and a percentile ranking
for each cluster.

The PIC doesn't pretend to be able to tell people "what
they are supposed to be." What it can do is help point an
individual in a particular though still somewhat general
direction and give him a basis for further career exploration
and decision-making. This inventory is not designed to
replace-traditional interest assessment devices but to supple-
ment them and fill the gaps which they do not cover. The
PIC emphasizes a wide variety of careers which require less

EDUCATORS
ASSISTANCE INSTITUTE
HAS A PROGRAM
JUST FOR YOU . .

11111W111.11110111..
EDUCATORS ASSISTANCE INSTITUTE
Subsidiary of System Development Corporation
9841 Airport Blvd.
Los Angeles, California 90045

Gentlemen: Please send me more information on the
following.

Pictorial laventory of Careers

Career Decision Making

Priority Counseling Survey
Risk Taking Attitude-Values Inventory

(714) 639-3660

Name

Address

City. State

Phone

than four years of college. In fact, complc training for
these careers can usually be accomplished in two years or
less through programs routinely offered at community
(junior) colleges and trade/technical schools, The PLC's
"affective" approach to vocational testing exposes students
to a facet of career interest assessment ignored by the
traditional inventories. Its non-verbal method allows, the
non-academic or educationally disadvantaged an oppor-
tunity to have a productive, non-threatening testing ex-
perience. These are some of the reasons the counselors and
test administrators from all the schools in which the PIC
was tried enthusiastically acclaimed it as a uniquely useful
counseling tool. It won't solve all vocational gridance
problems. But it does provide some answers that no other._
instrument on the market can deliver.

UT-1711 -IA'

Educators Assistance Institute is dedicated to the
improvement of the educational process by the use
of the latest in computerized systems in combina-
tion with the best in evaluative techniques. Our
other services include the "Priority Counseling
Survey" designed to provide student heads assess-
ment in both educational and career areas -and,
"Career Decision Making," designed to assist: your
staff in developing a career center and career class,
and the "Risk-Taking Attitude Values Inventory"
designed to provide a practical, inexpensive way
to get information you need to help solve behavior
problems and to realize the best potential in every
person.

Pictorial Inventory of Careers

mob ..111.

Priority Counseling Survey

Career Decision Making

P; v:

t+).

Risk- Taking Attitude Values Invent*



OCCUPATIONAL CAREER CLUSTERS

Once the student has taked a good,look at'his aptitudes and his interests.

.

through the use of the preceding instruments and teacher counseliy.;, the stu-

dent must then systematically begin'an exploration of jobs and careers which

One meaningful way to begin this exploration is to ask the student to

choose two or three areas to explore. The "Job Clusters" listed on the

following pages are an easy way for the student to look at all occupational

areas. We in the Fullerton Union High School District have found them very

useful because they can be reproduced, and, each student can-have his own

copy to keep in his folder.
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CAREER CLUSTERS

1. BUSINESS AND OFFICE OCCUPATIONS

2. MARKETING AND DISTRIBUTION OCCUPATIONS

3. COMMUNICATIONS AND MEDIA OCCUPATIONS

4. CONSTRUCTION OCCUPATIONS

5. MANUFACTURING OCCUPATIONS

6. TRANSORTATION OCCUPATIONS

7. AGRI-BUSINESS & NATURAL RESOURCES OCCUPATIONS

8. MARINE SCIENCE OCCUPATIONS

9. ENVIRONMENTAL CONTROL OCCUPATIONS'

10. PUBLIC SERVICE OCCUPATIONS

11. HEALTH OCCUPATIONS

12. HOSPITALITY AND RECREATION OCCUPATIONS

13. PERSONAL SERVICES OCCUPATIONS

14. FINE ARTS AND HUMANITIES OCCUPATIONS

15. CONSUMER & HOMEMAKING-RELATED OCCUPATIONS

These fifteen represent the entire world of work around which
Career Education might be developed, as suggested by the
United States Office of Education.

Duplicated by Orange County
Department of Education

373140
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FIELD. TRIPS,'

Planning-a number of field trips can begin by contacting. your local

Chamber of 'Concercer BusineSs.: Men's Association;, or 'any of.. the serViCe
, , ' ' . ..

in your area These organizations usually keep a list of companieS that ar,e

receptive to touring groups through 'their facilities:

.It is advisable to make your initial contacts:for field trips several

months in advance. Ask the-public service department' of the plant ya.1 iris

visit for some written information (pamphlets, brc,cffiree,.etc.) regarding.

--their operation: -.Get- a- written explanation-of -your particular
.. .

date, anddirections, to loCationI. for ,yOur-. own :clarification and tO:preSen

to your administrators. :Make .the necessary arrangements to be away:: from the,

classroom (parent ,PermisSion, 'transportation, eic,-)--.7.

Sometimes small businesses (retailers,', restaurants) are agreeable to

touring smaller groups of students. For this kind of -tripi,contactcontact':

manager of the busineSs 'and make arrangements thrOugh,hith.',

3
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EXPLORING CAREERS THROUGH MEDIA.AND.PUBLICATIONS

Included on the following pages is a current bibliography listing

most of the commercially prepared instructional materials which can

used to help students explore the world of work while they are still,

in the

No effort was made to edit the bibliography in terms of usefulness

to special, education, programs because it is felt that teachers should

evaluate the materials and purchase those materials which,best fit

themselves and their students.



ORANGE COUNTY DEPARTMENT OF EDUCATION
CAREER GUIDANCE RESOURCE

William H. Parmenter, Coordinator

CAREER GUIDANCE MEDIA

The following list of materials is by no means intended to be all inclusive,
but is intended as an aid to anyone perusing commercial materials for possible
purchase.

GENERAL REFERENCES

Occupational Outlook Handbook
Occupational Outlook Quarterly
Dictionary of Occupational Titles
Third Edition - Volume I

Volume II

Supplement I

Supplement, II

American Trade Schools Directory

Educators Guide To Free
Guidance Materials

College Blue Book
3 Volumes

$6.25
$1.50/Year

$5.00

$4.25

$2.75
$1.25

$12.00

$ 8.75

$67.00

Superintendent of Documents
U.S. Government Printing Office
Washington, D.C. 20402

Croner Publications
211- O5, Jamaida Avenue

Queens Village, N.Y. 11428

Educators Progress Service,
Randolph, Wisconsin 53956

Inc.

The College Blue Book
P.O. Bo)c 76327
Sanford tati on

Los Angeles, Ca. 90005

Revised 10/71



PRINTED CAREER BOOKS AND MANUALS FOR STUDENT USE Page 2

Vocational Guidance Manuals
Have 61 Manuals Regarding Careers
(i.e. - Acting, Hotel Industry, Public
Relations, Etc.)

$ 1.95 (Each Vocational Guidance
Paperbound) Manuals

235 East 45th Street
New York,, N.Y. 10017

"Careers In Depth" and "Aim High Vocational $ 3.99 Each
Guidance" Series
Numerous manuals regarding careers

Encyclopedia of Careers and Vocational
Guidance 2 Volumes $21.65

Messner Career Books - 45 Titles $ 3.64 Each

State Occupational Guides Free

Mini-Guides

Career Opportunities For Technicians
And Specialists $ 8.95 Each
-Engineering Technicians or $35.85/Set
-Agriculture, Forestry and Oceanographic

Technicians
-Health Technicians
-Community Service and Related

Specialists
-Marketing, Business and Office

Specialists

"Planning My Future - Grades 9-12 Text" $ 3.95

Richard. Rosen Press, Inc.

29 East 21st Street
New York, N.Y. 10010

3..;:.t..FergUson Publishing

6 No. Michigan Avenue
Chicago, Illinois 60602

Jultan-Mestner'
1 West 39th Street
New York; N.Y. 10018

State of California
Department of Human
Resources Development
800 Capitol Mall
Sacramento, Ca. 95814

J. G. Ferguson Publishing
6 No. Michigan Avenue
Chicago, Illinois 60602

Arnerican 'Guidance Service,

Publishers' Building .

Circle Pines, Minneseta 55

Finding Your ORBIT (Grades 6-8) Chronicle Guidance
-Worksheet Format For Career Exploration $.80-$1.50 Ea. Les Abramson, Representati

Depending upon (213) 431-7641
quantity purchased

"Help Yourself To .A Job" 3-Parts
(For use by special education,
slow learners and under achievers

(to)

$1.50/copy
For each part

Finney:Company'
3350, Gorham Avenue
Minneapolis, Minn. 55426



Printed Career Books And Manuals For Student Use

"World Of Work," Occupations and Careers"

"Your Job And Your Future," and "What Job For
Me" Series - Grade 7-12 - Price varies

(Cont'd) Page 3

Choosing Your Career (Grades 10-12) $1.50 Each
Learning Program

Life Career Game

McGraw-Hill Book Co.
8171 Redwood Highway
Novato, Ca. 94947

Coronet Films

65 E. South Water. Street
Chicago, Illinois 60601

$35.00 Western Publishing Combany
Robert G. Harding, Representa-
tive

(213) 329-3798

Life Career Game $6.00

VAS)

-lrbara Varenhorst
Pa% ,'to Unified School
District
25 Churchill Ave.
Palo Alto, Ca. 94303



CAREER "KITS"

Career Desk Top Kit (Senior.High)
(Junior High)

Occupational Exploration Kit (OEK)
Grades 9-12

Widening Occupational Roles Kit
Grades 6-9

Job Experience Kits, Grades 8-;2
(Problem Solving Approach With 20
Occupations)

Job Family Series - Grades 7-14

VIEW

Chronicle Occupational Briefs
Bound in 3 Volumes

Chronicle Desk Rop File
College VIEW Deck
Will be publishing career materials
in same format shortly

Occupational Guidance Series
800 Career Descriptions Packaged in
5 Units

Career Folios -
Folios grouped in 10 career clusters
or sets

.Sextant Series - Career: itt and Manuals
Junior. or Senior High'Series may be
.purchased - cost vary

Human Relations Kit
SimulatiOn kit designed. for 20
students with emphasis on human
relations in.the world of work

$125.00

$114.00

$107.50

$158.50

$130.00

21.00

Free to

participating
Orange County
ROP Districts

$ 72.50

$. 99.50

$154.00

$' 85.00

Careers, Inc.

P.O. Box 135

Largo, Florida 33540

Science Research Assoc.
(SPA).,

Boyd Lowe, Representative
19521 Scobey Avenue
Gardena, Ca. 90247
(714) 530-0138
(213) 623-6739

H

If

II H

.

Bill Parmenter, Coordinator
Career Guidance
Orange County Departmeht of
Education
834-3924

Chronicle Guidance
Les Abramson, Representative
(213) 431-7641

(Including
Viewer)
(Excluding hardware)

$ 39.50/Unit

$197.50 For
Complete Set

$ 7.95/Set

$100-$180

$169.50

Finney Company
Gurney S. McCasland, Rep.
P.O. Box 568
monterey Park, Ca. 91754

Harcourt, Brace, Jovanovic
Dean Slocum, Representative
(714) 545-8163

Sextant 5ystemsillc.
3048 North 34th Street ..

MilWaukee, Wisconsin 5321

McGraw -Hill Book Company
Richard M..Michaels,
Field Representative
(714) 830-8875



CAREER "KITS" (Cont.)

"World of Work" Training Kits
(includes cassettes, player, 24
student record booklets & in-
structors guide)

- Getting a Job
On the Job

Career Development Laboratory
Grades 8-13
(By means of career surveys the
student is guided to 1 or more
taped interviews)

Career Games Laboratory
Grades 8-13
(A semi-programmed exploration of
careers related with the Career
Development Laboratory)

$153.00.

$249.50

$210.00

$74:50

Page 5

Educati onal Resources
100 Gate 5 Road
Sausalito, Calif. 94965
Ivy Fey, Representative
(415) 332-1559

Educational Progress ,Corp.
Robert G. Poor, Representa
tive

17971 Al ta Drive
Villa Park, Calif. 92667

(714) 637-2333

I'



FILMS (16mm 7 8 mm.)

CAREERS = Doubleday 16 mm
13 Films Super 8 mm

World of Work Series - S
Films
15 Films

CAREER PLANNING SERIES
- What's. Your Bag

-Do Your Own Thing In
Field

- People In the Social

- The Name of the Game

terl i ng

the Mechanical

Servi ces

is Sales

AIMS Vocational Guidance
-"Are You Ready For a Job"
- "It's Your Future"
-Series of 13 career films

Program 200-0100 VGS/Job Descriptions
Packaged as 6 - five minute job
descriptions

"Your Job" Series
b Films on finding jobs and
work attitudes

$130.00 Each
$ 98.00 Each

$ 90.00 to
$135.00 Each

$125.00 Each

$125.00
$150.00
$190.00 each

$300.00

$ 97.50 (B/W)
$195.00 (Color)

Page 6

Doubleday Mul ti medi a
Robert DeFreitas, District

Manager
(213) 285-1074
16ron

,Bruce Stuebing
Photo and Sound Company
(714) 645-1474 8rmi

John Grace, Representative
(741) 492-2462

Stan Ostrom
Office of Education
County of Santa Clara
45 Santa Teresa Street
San Jose, Calif. 95110
(408) 299-2441

AIMS Instructional Media
Services, Inc.
P.O. Box 1010
Hollywood, Calif: 90028
(213) 467-1171

Scope, Productions, Inc.
1461 West Shaw
Fresno, Calif. 93705

Coronet Films
65 E. South Water Street
Chicago, Illinois 60601



SLIDES, FILMSTRIPS AND TAPES

"Vocations: Medical Careers"
5 Series of 10 filmstrips each

"A Direction 'For Tomorrow"
7 Multimedia Kits

Career Planning and Vocational
Guidance

-Set of 9 career silent. filmstrips

Vocational Decisions
3 Filmstrips on the World of Work

Guidance Associates Sound Filmstrips
__(Variety of filmstrips on all phases

of guidance)

Pre-Recorded Tapes' For Vocational
Guidance - 50 Interviews

"You Ano The World Of Work Series"
7 Slide tape lessons for related
instructions in work experience
education

(in English or Spanish)

(7.2)

Page 7

AIMS Instructional
$110.00/Set Media Services, Inc.

P.O. Box 1010
Hollyw000d, Ca. 90028

$ 59.49 Each BOWMAR
Record Edition Russel Dimacali, Rep.

$ 65.49 Each (213) 247-8995
Cassette Edition

$ 6.75 Each Denoyer-Geppert
or 5235 Ravenswood Avenue

$ 56.25/Set Chicago, Illinois 60640

$ 31.00 Record
$ 32.50 Cassette

$ 18.50 Each
to Dean-Slocum,-Representative

$ 50.00 Each (714) 545-8163

Society for Visual Education

Inc.
1345 Diversey Parkway
Chicago, Illinois 60614

$ 5.50 Each Imperial Productions, Inc.
247 W. Court Street
KanKaKee, Illinois.60901

i$ 45.00 Each- Dr. Edward R..RobertS
$315.00 Complete Direttor,Career'Development

Set Education

Santa Ana Unified School
District
1405 French Street
Santa Ana, Ca. 92701



HARDWARE

Reaaers - Use with VIEW Microfilm Aperture Cards
Designate a 15X or 16X lense

Realist Vantage I $180.00

DuKane Model 576-90 $200.00

NCR 456-418 $199.00

Dietzgen Filmcard Reader ' $216.00
No. 4305-15

"Mascot" - Bell & Howell $190
Suitcase Type

0

Page 8

Richard Corrales, Rep.
(213) 322-8220

Coast Visual Education
Company
5610 Hollywood Blvd.
Hollywood, Ca. 90028

National Cash Register' Co.
John G. McVerry
(213) 777-7864

Eugene Dietzgen, Company
Ed Agee, Representative
(213) 678-3761

Les Phillips, Representative
(213) 427-7496



II. HARDWIRE (Cont'd)

Reader-Printers
-Designate 15X lense and budget for paper

Executive I
Executive II
"400" Reader-Printer

Super aim Projectors Cartridge
Fairchild or
Technicolor

Filmstrip Projectors
DuKane (Record)

(Cassette)

$ 360.00

$ 525.00

$1,170.00

$ 244.00
$ 287.00

Production Equipment
Sound On-Slide System $ 669.00
-For producing school initiated productions

(14)

DUPLICATED BY ORNGE COUNTY DEPARTMENT OF EDUCATION

Page.

3-M Company
Greg Guild, Representative
(714) 546-0501

Bruce Stuebing
Photo & Sound Company
(714) 645-1476

Coast Visual Education Co.
5610 Hollywood Blvd.
Hollyw000d, Ca. 90028

3-M Company,

Dick Sanders
(213) 181-7772--



SUGGESTIONS FOR BASIC COLLECTION IN CAREER LITERATURE FOR THE

CAREER GUIDANCE CENTER IN HIGH SCHOOLS, COLLEGES, & AGENCIES

_COUNSELOR MATERIALS

Filing Career Literature

Every Career Guidance Center needs a file cabinet to store the
extraneous but valuable literature which comes one's way after
being placed on enough mailing lists. I think the best plan is
listed below.

Bennett, Wilma - Occupations Filing Plan, 1968, Interstate Printers
and Publishers, Danville, Ill. Around $5.00

An alphabetical plan with a built-in cross-reference system
and the flexibility necessary in the fast-changing job
world. Several copies should be ordered to improve the
efficiencyand flexibility-of-the vertical file.

Sources of Career Literature

1969 NVGA Bibliography of Current Career Information, Publication Sales
American Personnel & Guidance Assoc. 1b07 New Hampshire Ave.
N.W., Washington, D.C. 20009. $2.00 per copy posi paid.

The only rating of career literature. Contains the compila-
tion of listings from the Vocational Guidance Quarterly from
the previous three years besides entries.

Includes the standards by which the ratings have been made.
Also has ratings of careet films, and the standards which are
used.

Vocational Guidance Quarterly - :published by NVGA
19b9 Bibliography) MOO per year.

Contains current ratings of nareer literature as well as
career films.

1971 Educators Guide to Free Guidance Materials, Educators Progress
Service Inc., Randolph, Wis. 5395b

This is thin on literature but faiily thidk on films. Worth
the price of $8.75 plus 700 in postage.

-Counselor's Information Service, B'Nai B'rith Vocational Service, 164
Rhode Island Avenue, R.W., Washington, D.C. 20036. $7.00
annually.

A quarterly annotated bibliography of the most recently
published career literature. Claims listing, of about 250
per year. Selection of items to be annotated by pro-
fessionals. A. good buy.

(See address' under.

14,1



Federal Government Publications

Much of the information in the area of careers comes from the Dept.
of Labor. The regional office is U.S. Govt.Printing Office 450
Golden Gate Ave., San Francisco, Ca. The correct way to address a
request is: Information Office, U.S. Dept. of Labor, Rm. 7533
300 N. Los Angeles St.,.Los Angeles, Ca..90012

Occupational 'Outlook Quarterly, U.S. Dept. of Labor, U.S. Govt.
Printing Office.

Counselor'sGuicMagerInforTimation, US. Dept. of Labor,
U.S. Government Printing Office.ce. .00

Occupational Outlook Handbook,' U.S. Dept. of Labor, U.S. Govt.
Printing Office, $6.50

Dictionary of Occupational Titles
The three volume set Is $12.00 You would have to call 213-
68-4970 (Phone of Gov. Bookstore 300 Los Angeles St. U.S.
Govt. Printing Office.)

State Level Information.
.

The California Occupational Guides are the best reference
source. You should receive at least two sets-one to set up

in loose-leaf binders and the other in the, career file.
ADDRESS: Calif. Occupational Guides

Research a Statistics. Section
Human Resources Development
800 Capitol Mall
Sacramento, Calif. 95814

American Trade Schools Directory $12.00

Educators Guide To Free
nuraulziNgraral

College Blue. Book
-3 Itolumes :

$ 8.75

$67.00

PRINTED CAREER BOOKS AND MANUALS FOR STUDENT USE

Vocational Guidance Manuals $ 1.95 Ia.
Have 61 Manuals Regarding
Careers (i.e. - Acting,
Hotel Industry, 'Public
Relations, Etc.)

I"Careers In Depth" and "Aim High Vocational
Guidance" Series
Numerous manuals regarding careers $. 3.99

Croner,Publications
211-05 Jamaica Ave
Queens Yillage,N.Y.
11428
Educators Progress
Service,Inc.
Randolph, Wis.53936
The College Blue Book
P. O. Box 76327.
Sanford SGation
Los Angeles, Ca.90005

Vocational Guidance
Manuals
235 East 45th Street
New York, N.Y. 10017.

Richard Rosen Press
29 East 21st Street
New York; N. Y,10010



Encyclo edia of Careers anctVocational
uidance 2 Volumes

Messner Career Boole - 45 Ti

State Occupational Guides
Mini-Guides

$21.65

tles

/

$ 3.64 ea.

Free

Career Opportunities For Technicians.
And Specialists $ 8.95 ea.
-Engineering or $35.85 set
Technicians
-Agriculture,
Forestry and Oceanographic
Iechnicians
-Health Technicians
-Community Service and Related
Specialists
-.Marketing, Business and Office
Specialists

"Planning My. Future - Grades 9-12 Test"

Finding Your ORBIT (Grades 6-8)
-Worksheet Format For Career
Exploration

"Help Yourself To A Job"
3-Parts (For use by special
education, slow learners and

-under achievers)

"World Of Work," Occupations
and Careers"
"Your Job And Your Future,"and
What Job For Me" Series -
Grade 7-12

Choosing Your Career (Grades 10-12)
Learning Program $ 1.50 ea.

J. G. Ferguson Publishing
6 No. Michigan Avenue
Chicago, Ill. 60602

Julian Messner
1 West 39th Street
New York, N.Y. 10018,

State of California
Dept. of, Human Resources
Development.
800 Capitol Mall
Sacramento, Ca. 95814

J. G. Ferguson Publishing
6. No. Michigan Avenue
Chicago, Illinois 60602

$ . 0-$1 50ea.
Depending upon
,quantity purchased

American Guidance. Service
Publishers' Building
Circle Pines, Minn. 55014

Chronicle Guidance
Les Abramson, Representative
(213) 431-7641

Finney Company
3350 Gorhan Avenue

$ 1.50/copy
Minneapolis, Minn,55426

For each 'part

McGraw=Hill Book C.
8171 Redwood Highway

Price varies Novato, Ca. 94947

Life Career Game

704e,

Coronet Films
65 E. South Water St..
Chicago, Ill. 60601

Western Publishing Co.
Robert G. Harding,Rep-
resentative
(213) 329-3798



/Life Career Game

$ 6.00

CAREER "KITS"

L./Career Desk Top Kit (Senior
High) (Junior High) $125.00

$114.00

Occupational Exploration
$107.50Kit (OEK) Grades 9-12

L-"Widening Occupational Roles Kit
Grades 6-9 $158.50

Job Experience Kits , Gra des
8-12 (Problem Solving $130.00
Approach With 20 Occupations)

Job Family Series - Grades 7-1
$ 21.00

VIEW
Free to
participating
Orange County
ROP DistriQs

Chrorticle Occupational. Briefs
Bound in 3 volumes, $ 72.50

'Chronicle Desk Rop File , $ 99.50
College VIEW Deck $154.00 (Including

Will be publishing Viewer)
career material in same $ 85..00 (Excluding
format shortly hardware )

Dr. Barbara Varenhorst
Palo Alto Unified School
District
25 Churchill' Ave.
Palo Alto,--"Ca. 94303'

Careers, Inc.
P.O. Box 135
Largo, Florida 33540

Science Research Assoc.
(SRA) .Boyd .Lowe,Rep-
resentative
19521 Scobey:Avenue
Gardena,: Ca. 90247
(714) 530-0138

1111 1111 ' 1111

. .- -
1111 1111. 1111.

of 1r to it ye ei

Bill Farmenter,Coordinato
Career Guidance
Orange County Dept. of
Education 834-3924

Chronicle Guidance
Les Abramson, Representative
(213) 43..-7641

Occupational Guidance Series $197.50 For
800. Career Descriptions Complete Set
Packaged in 5 Units

Career Folios -
Folios grouped in

10 career clusters or sets

Sextant Series - Career Kits
and Manuals Junior or Senior
High Series may be purchased cost varies

$100-180

74D

Finney Company --
Gurney S. McCasland, Rep.
P.O. Box 568
Monterey Park, Ca.91754

Harcourt, BraceJovanovich
Dean Slocum, Representative
(714) 545-8163
Sextant :.'ystems , Inc.
3048 North 34th St.
Milwaukee, Wisconsin 53210



Human Relation Kit
-Simulation Kit designed for
20 students with emphasis on
human relations in the world
of work.

World of. Work Training. Kits
(includes cassettes,- player, 24
student record booklets &
instructors guides)

-Getting a Job
-On the Job

$169.50

$153.00
$249.5.0

Career Development Laboratory. $210.00
Grades 8-13
(By means of career surveys the
student is guided to one or more
.taped interviews) . .

Career Games Laboratory
Grades 8 -13.
(A semi-programmed elk=
ploration of careers'
correlated with The Career
Development Laboratory)

FILMS (16mm 7 8 ram.)

CAREERS - Doubleday

I/ 13 Films
16mm Super amm

/World of Work Series .
,Sterling Educational
Films 15. Films

CAREER PLANNING SERIES
-whet's Your Bag
-Do Your Own Thing In The
Mechanical,Field
-People In The, Social Services
-The Name Of The Game Is Sales

$ 74.50

McGraw Hill Book Co.
Richard M. Michaels,"
Field Mingo
(714) 830-8875

Educational Resources
100 Gate 5 Road
Sausalito, 0a. 94965
Ivy Fey,.RePresentative
(415) 332-1559

Educational Progress Corp..
Robert G. Poor, Rep.
17971, Alta. Drive.
Villa Park, 1Ca. 92667
(714) 637-2333

Educational Progress Corp.
8538 East 41st Street
Tulsa, Oklahoma 74145

$130.00 ea.
$ 98.00 ea.

$ 90.00 to
$135.00' ea.

$125.00 each

.-AIMS Vocational Guidance
- "Are You Ready For
A Job" $125.00
- "It's Your Future" $150.00
- Series of 13 career films

$190.00

Doubleday Multimedia
Robert DeFreitas,District
Manager
(213) 285-1074
161mn
Bruce Stuebing
Photo & Sound Company,
S714) 645-1474

John Grnce, :Rep.
(714)2-249462

Stan Ostrom
Office of Education
County of Santa Clara
45 Santa Teresa St.'
San Jose, Ca., 95110
(408) 294441

AIMS, Instructional Media
Service; Inc.
P.O.' Box 1010.
Hollywood, Ca. 10028
(213) 467-1171



Program 200-0100 VGS/Job Descriptions
Packaged as 6 - five minute job
descHptions

"Your Job" Series
6 Films on finding jobs and
work attitudes

SLIDES, FILMSTRIPS AND TAPES

"Vocations: Medical Careers"
5 series of 10 filmstrips each.

"A Directions for Tomorrow"
7 Multimedia Kits

$300.00 Scope Productions, Inc.
1461 West Shaw
Fresno, Calif. 93705

$97.50 B&W Coronet Films
$195.00 65 E. South Water St.

color Chicagd Illinois 60601

AIMS Instructional
$110/set Media Services, Inc.

P.O. Box 1010
Hollywood, Ca. 90028

$59.49/ea. BOWMAR
Record Edition Russel Dimacali, Rep.

$65.49/ea. (213) 247-8995
Cassette Edition

Career Planning and Vocational
Guidance
Set of 9 Career Silent.Filmstrips

Vocational Decisions
3 Filmstrips oh the World of Work

Guidance Associates Sound Filmstrips
(Variety of filmstrips on all
phases of guidance)

Pre-Recorded Tapes for Vocational
Guidance - 50 Interviews

"You and.The World of Work Series"
7 Slide tape lessons for related
instructions in work experience
education. In English or Spanish.

HARDWARE .

$6.705/ea.

$56.25/ea.

$31.00
Record
$32.50
Cassette

Denoyer-Geppert
5235 Ravenswood Avenue
Chicago, Illinois 60640

Society for Visual
Education, Inc.
1345 Diversey Parkway
Chicago, Illinois 60614

$18.50/ea.- Dean Slocum, Rep.
to (714) 545-4163

$50.00/ea.

$5.50/ea..

$45.00ea.

X315.00
Complete Set

READERS
WI-dith VIEW Microfilm Aperture Cards
Designate a 15X or 16X lens

Realist Vantage I

DuKane Model 576-90

Imperial Productions, Inc
247 W. Court Street
Kankakee, Illinois 60901
Dr. Edward R. Roberts
Director,.Career Develop.
Education
Santa AnaUnified School
District
14.05 French Street
Santa Ana r Ca. 92701

$180.00 Richard Corrales, Rep.
(213) 322-8220

$200.00 Coast Visual Education-Co.
5610 Hollywood Blvd.
Hollywood, Ca. 90028



-HARDWARE (continued)

NCR 456 -418

i.etzgen Filmcard Reider
No.-4305-15

"Mascot" - Bell & Howell
Suitcase type

HEADER-PRINTERS

Designate 15X lens and budget for paper

$199.00

$216.00

$190.00

Executive I

Executive. II
"400" Reader-Printer

FILMSTRIP PROJECTORS

DuKane (Record)
(Cassette)

Singer Graflex
Audio Study Mate &
Auto-Vance Study Mate

SLIDE PROJECTORS

Production Equipment
Sound On-Slide System
For producing school
initiated productions

CoxCo/Municator
Cassette Tape Recorder.
and Programming Cassette Tape Record

(for use with carrousel slide
projectors for sound/slide series.)

National, Cash Register Co.
John G. McVerry
(213).777-7864

Eugene Dietzgen Company
Ed Agee, Representative
(213) 678-3761

Les Phillips, Rep.
(213) 427-7496

$360.00 3-M Company
Greg Guild, Representative

$525.00 (714) 645-1476
$1170.00

$244.00
$287.00

$120,00

,

Coast Visual Education Co.
5610 Hollywood Blvd.
Hollywood, Calif. 90028

Singer Co/Graflex Division
Western Region
800 N. Cole Avenue
Hollywood, Calif. 90038

$669.00 3-M Company
Dick Sanders
(213 ) 381-7772

$185.00

UPER 8 SOUND. FILM PROJECTOR

Super -8 Sound'Projector
'Fairchild Seventy-31

Rear projection screen

74 C.

CoxCo.
Cox Communications, Inc.
915 Howard Street
San Francisco, Ca. 94103

$375.00 Fairchild Industrial Prod.
Div. of Fairchild Camera
and Instrument Corp.



TESTING MATERIALS

GATE -(General Aptitude Test Battery)
' Tr; S. Department of Labor Local source:

Manpower Administration HRD (Human Resources and
Bureau of Employment Security Development Department)
Washington, D. C.

SAAS -(Self Appraisal and Assessment Structure)
-FFepared by: Stanley R. Ostrom

Office of Educa'Aon
45 Santa Teresa Street
San Jose, CalifJrnia 95110

KUDER General Interest Survey
-eloped by G. Frederic Kuder

Editor, Educational and Psychological Measurement

Published by Science Research Associates, Inc.
259 East Erie Street
Chicago, Illinois 60611

PIOTE - (Pictorial Inventory of Occupational Training Interests)
Wia,r development by Tom Kosuth at Orange Coast Jr. College

OVIS - Ohio Vocational Inventory Survey

7414



at

"Ole .4ame',9f.,

Dinitu:e

",making a'.chOlOi

!'Health "Service&"
-"clerical"

-"Services amers]."
."LeiSure.Induttiries"
"CoAstrUCtion"
neiabnicians"
"ComnnCations"
"rducatiOn",

-:"Gkiliernaient :Service's"

World of. Work. Series
"BUsiness Machines: 'Operations"
"Jobs In' Draftinie
"JobeeNimmAptfmeekkomR4
"TJobs .Baltuig Industry" 21

1,40bM,in Small '&. Major .Electrical
APP1&4nces" =

"40 °Mar
&tele"



Bomar Series
Titirotionfor Tomorrow:
"Compassion for People (Health

Services)
°The Nations Builders" (Construction)
"The Age of Electronice"
"Man Has Wings" (Civil' Aw.M40160.,
"Cabbage to Kings" (Retailing)
"The Money Tree" (Banking & Finance)
"Jobs for the Now Generation"

Educational Diiension Career Series
"Careers in 'Fine Arts"
"Art Careers in Advertising
"Careers inlelevision"
"Careers in Photography"
"Careers in Illustration"
"Writ4ng Careers. in Advertising"
"Careers in Film Making"
"Careers in Fashion Design"
"Careers in Graphic Arts"
(excellent quality)

Guidance Associate. Series,
(partial listing)
"If you're not 'going to College"
"New Look at Home Economics"
"Your Future in Elementary ,Education"_ 20.00
nPreparing for Jobs in the 70's" 39:00
"Your Job Interview"

"Vocations: Medical Careers"
5'series of 1Q filmstrips each

Bomar
622 Rodier Drive.
Mondale, CA 91201

170017 50 f

Al

35.00

Job Opportunities Now_(Set of 6)
"Requirements in the"World of Jobs" 55.00/set
"Job 'Opportunities in a Restaurant"
"Job Opportunities in a Hospital"
"Job Cpportunities in 'a Dept. Store"
"Job. Opportunities in a Supermarket"
"Achieving Sucess in the World of Jobs"

Vocational Decisions (Set of 3)
"An Introduction to Vocation"
"The World of Work"
"Counseling in Vocational Decisions"

32.50/Set

CAREER TAPES

Career Development LaboratorY 210.00/set
(601 tapes interviews on cassettes)
(excellent)

.
Singer Zeinnnt?enal
ing ProduCtion
1345 Divereey Parkway
Chicago, 11.1.inoia 60614

Singer
'(Same as above)

(96)

Education Progress Corp.
8538 East' iflat Street
Tulsa, Oklahoma S145.



,VITAL,:;INF.0414TI

st

nation on cards incluck-s

aptitudei needed; schoolclasses..rO,tuir ,neceisar

training and /or. education; fringe benefits; advancemen

arlability of training in the inaediate area. Where applica

occupations are, listed. Some information on the project.ed need o

is. also contained.

The cost of a VIEW.deck is usually $100 per high school for

deck and $50 for each additional deck (pricesmay vary ac6rOng to the. size

of a county and the variety of jobs available in a-par ocaiOn

To Ordei° a'deck, 'contact youradministrator.016:should:Inake..

-',plans for these materialS, through-the district offiCe.

rce: Local Connty,pepartnient..of EdUcation:.:
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EXPLORATORY WORK EXPERIENCE

Establish some work stations for students to explore thrbugh obsetving and

some hands-on training. Contact administrators regarding on-campus positions

in cafeteria maintenance, and admissions office. Off- campus stations can be

established with local business and industry. It is best to make an 'appoint

ment with the supervisors involved in this program and explain your project

objectives thus avoiding conflict and establishing more training stations for

the future.

Exploratory work stations may eventually open the door for paia work

experience jobs and permanent work for students after graduation.

ViTZ94,:



: .

Regular supervision must be provided by SChool Official to"iiiM4.that'''

the student's work.experi6nce education activities are-meaningful'and make a

significant contribution to vocational guidance.

Agreement mat bejeach*LbOhe school, the work station superviSor,

techeticooidinator and parent covering teM$ 1-7 of these criteria



'Regular supervision must be provided by school official to insure that

the student's work experience education activities are meaningful and make a

significant contribution to vocational guidance.

Agreement must be reached by the school, the work station supervisor,

teacher/coordinator and parent covering items 1-7 of these criteria.



INTERVIEW RELATED TRAINING

One of the most important phaserl in preparinr special education stu-

dentE, for the world of work is that of preparing t,Ludents for a job inter-

view. Teachers should lead the students through many different mock in-

terview situations. The mock interview cal be set up in the classroom in

various ways. It is suggested that the student be either video taped or

recorded on an audio cassette. After completion of the interview, the

tape should be played back and critiqued.

The California State Department of Education has published a guide

called "Sel?cting and Applying for Part-Time Jobs" which should be used

as a teacher's guide to help plan and organize the training of students

for job interviews.

The following form is an easy way for teachers to lead their students

on mock interviews. It should be completed by the teacher after each in-

terview and filed in the student's folder.

(83)



PROJECT WORKER

EMployment Interviewing Chart

Name

Position

1.

2.

3.

4.

5.

Date of Interview

Sought Conducted by

Level Attained

Intell3ctual accom-
plishments

Outside activities

Athletic abilities

Subjects taken

EDUCATIONAL BACKGROUND

high grade
High school

low grade

None Many, varied

No sports Varsity Competition

Highly suitableNot job

JOB EXPERIENCE

1. Past responsibilities None Heavy, varied

2. Skills Unskilled Competent Profes-
sional

3. Past accomplishments None Many

4. Career progress None Steadily Upward

5. Motivation Happy with
routine Ambitious

6. Pertinence of past jobs Low Highly suitable

SUITABILITY FOR AVAILABLE POSITION

1. Future ambitions Unplanned, Realistic, Objec-
tive

2. Reasons for applying No clear Qualified by past
Reason experience and de-

sire

3. Promotion potential None Highly promotable

(8 4 )



1. Appearance

2. Diction

3. Verbal facility

4. Tone of voice

5.

5. Attitude

6. Ck.00rrdng

1. Family status

2. Social interest

3. Outside interests

4. Hobbies

INDIVIDUAL CHARACTERISTICS

Awkward, homely

Grammar, bad

Difficulty ex-
pressing self

Sharp, unplea-
sant

Timid, nervous

Badly dressed

SOCIAL RELATIONSHIPS

Parents di-
vorced, un-
stable home

None

None

None

FINAL DISPOSITION

NNINFIEHIS

Poised, clean-cut

Well spoken, cul-
tured

Excellent

Pleasant and
Well modulated

Confident, at ease

Well groomed, in
good taste

Enjoys home life

Outgoing, sociable

Many

Several active hob-
-,

{Circle One)
1) Rejec' f.2) Hire on trial (3) hire with caution if no better candidate appears
4) Recommend (5) Recommend highly

Remarks:

Os)



CALIFORNIA STATE DEPARTMENT OF EDUCATION
Voc-ational Eduation Section
Work Experience Education
Instructional Unit B-1

SELECTING AND APPLYING FOR PART-TIME JOBS

Content Outline

The followi;_g content cutlire is includel as an overview of the content of this
unit and is not intended as a teaching procedure or for instractional purposes.

I. Matching the person t: the job
A. Your interests and those of the f:mployer are the same
B. What -are the qualifications oY thc job?
C. What qualifications you have to offer an employer?

II. Qualificahiorts 1siree; hj emplo:crs
A. Interest in ne
B. Strong desire work and learn [he binss
C. Prevloun wik c.5cptrierce i%dices:

1, You under:tand what it is 4. for pay
2. You arc ably, to work with ethers
3. You are able to produce

You are 1.1.7,c1 to following irstructions a7.d dircctions
D. Sprat-M1 educatio7.31 preparaticn
E. Wi3e U3'' 01 commity
F. Good 'cralt'a and pc7sonal hal.14.1

B. Pcrsonal
h. Porsonal -11pearanoc and manncr
I. Special -kill:, alilities

III. Pr,sraring for a per,onal irterview
A. The pereo7,11 r;vinw

1. Pcvirw aualil'ications and backgrc
them to an cmployer

17f-Jrma'io7 i5 nec-ess.Ary ir order
applicati:n ard arrlwer questiono abut

B. Se:Jrin6 an al-pcien+ for ar intrrview
1. By telephore
2. By Mail
3. Thiugh year coordinatar

C. ir 11-le applicatiun form

and so ycu can give

to fill vit a
:jourself.

IV. The persorl 1-t_tcrviw
A. Arrive. or %imra

B. Greet the i.ilervie-we with a ,r1ile
C. Slake %S..:,46 wijh a firm gvip
D. Call interviewnr by rame
E. Rclax
F. Be good listen^r
G. Let the interviewer terminate the interview
H. Leave addi'ional pe=.onal data with the illterviewer

V. Types of intcrviewr-r yu zng1t me:+
A. Cooperative friendly interviewers
B. Cold formal interviewels
C. "Open-end" type interview
D. Questions frequently asked by interviewers

Source: Coordinators Guide for Occupational Relations, University of Minnesota
Sh



Instr.Actiorlal Unit B-1 Page 2

SELECTING YID APPLYING FOR PART-TIME JOBS

Content Outline - Continued

VI. E,aluation and follow up of the jot interview
A. Important's, of the ftlIow-up
B. Types of fellow-up an',:i7itie:6
C. Analyze your interviews and improve your tehniques

Sour-,e: Coordinators Gu1d for_asamitional'Ri7latio.ns, Unilc7rsity of Minne seta

(co)
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CALIFORNIA STATE DEPARTMENT OF EDUCATION
Vocational Education Section
Work ap^71ence Education
Instructional Unit B-4

SELECTING AND APPLYING FOR PART-TIME JOBS

The Personal Interview

Usually, what takes place at the personal interview determines whether or
not you are offered the position. Check over the following steps before you plan
to talk to a prospective employer.

BEFORE THE INTERVIEW

1, Find out the name of the person who will interview you, so that
you caA Jse ..a-,king with him.

2. Obtain per-!Lssion 'o use the names of those you plan to give as
references.

3. Anticipate some of the questions you are likely to be asked and
be preparsd answer them.

4, Check yoir appearance, The interviewer will begin to form his
general impr:ssion of you the moment he first sees you.

DURING THE INTERVIEW

Be on Ti:71'.

Go aloe.

3. While waiting your turn in the outer office, beha-re in a business-
like mannE.r.

4. At the start of fhe interview, introdu yourself and state the
position for whiJ1 you are applying.

5. Remain etanding until you have been usked to sit down..

6. Let the in*:er-iewer do the talking.

7. Try to appear well poised.

8. If you :"a-.-e ;:afi previous experieni-,e, do not criticize your former
employer.

9. rie usaally ask if you have any questions. This
is yo-Jr tc find out more about your duties on the job.

10. The interviewer will usually indicate when the interview is over.
DON'T FORGET: Thank him"'"

AFTER THE INTERVIEW

It is good poli:y tc write a short note thanking the interviewer for
his time and reminding him of your interest in the job.

(88)



CALIFORNIA STATE DEPARTMENT OF EDUCATION
Vocational Education Section
Work Experience Education
Instructional Unit B-2

SELECTING AND APPLYING FOR PART-TIME JOBS

Questions Frequently asked During the Employment Interview -- As Reported by 92
Companies Surveyed --

What are your future vocational plans?
2. In what school activities have you participated? Why?

Which did you enjoy the most?
3. How do you spend your spare time? What are your hobbies?
4. In what type of position are you most interested?
5. Why do you think you might like to work for our company?
6. What jobs have you held? How were they obtained and why did you leave?
7. What course did you like best? Least? Why?
8. Why did you choose your particular field of work? Liket or dislikes.
9. How did you spend your vacations while in school?
10. What do you know about our company? Know its moneymaking prospect,

business reports.
'II. Do you feel that you ha7e received a good general training?
12. What qualifications do you have that make you feel that you will be suc-

cessful in your field?
3. Wha- extracurriular officcs have you held?

14. What are ideas oc salary?
15. How do you feel about your iamily?
16. How interested are you in sports?

Can you forget your edu:!ai-don amd start from scratch?
Do you prefer an speF:lei.:^ geographic locations? Why?

19. Do you hare a girl? Is it serious?
'20. How mu,2h. mon,:y do you hope to carn at age 30? 35?
2H. How did you to go to i.is particular school?

How did yo.., rank in ;our graduating class in high. school?
23. Do you think that your exiraurrieular activites were worth the time

you de-4ot.f-d to them? Why?
What do yo4 think d,:termines a man's progress in a good company?

2 . What perso,:a2 ..harra,:terisii,7s are necessary' for success in your chosen field?
do you tnirk yo.; wo;.:1,1 this particular type cf job?

L7- What+ io your fa,:icr's occ;aption?
2o. Tt,11 me arout your :ire during &hi,. time you were growing up.
29. Are you looking for a permah-int or temporary job?

Do you prefer working wia others or by yourself?
31. Who are your best. friends?

Wha kind of boss do you prefer?
33. Arc you primarily inerested in making money or do you feel that service to

your fellow man is a saHsfatory accomplishment?
34. Can you take instructions without feeling upset?
35. T..,11 me a stroyl -(Sand Pebble)
36. Do you lie with your p,..rents? Which of your parents had had the most pro-

found influence on you?
37. How did previous employers treat you?
38. What have you learned from some of the jobs you have held?
39. Can you get recommendations from previous employers?
40. What interests you about our proluc:t or ser7i7:e?
41. What was your record in military service?

(891



Instructional Unit B-2 Page 2

SELECTING AND APPLYING FOR PART-TIME JOBS

Questions Frequently asked During the Employment Interview - Continued

42. Do you feel you have done the best scholastic work of which you are capable?
43. What you know about opportunities in the field in which you are trained?
44. How long do you expect to work?
45. Have you ever had any difficulty getting along with fellow students and

faculty?
46. What is the source of your spending money?
47. Have you saved any money?
48. Do you have any debts?
49. How old were you when you became self-supporting?
50. Do you attend church?
51. Do you like routine work?
52. Do you like regular hours?
53. What size city do you prefer?
54. When did you first contribute to family income?
55. What is your major weakness?
56. Define cooperationE
57. Will you fight to get aheard?
58. Do you demand attention?
59. Do you have an analytical mind?
60. Are you eager to please?
61. What do you do to keep in good physical contition?
62. How do you usually spend Sunday?
63. Have you had an serious illness or injury?
64. Are you willing to go where the company sneds you?
65. What job in our company would you choose if you were entirely free to do so?
66. Is it an effort for you to be tolerant of persons with a background and

interests different from your own?
67. What types of books have you read?
68. What types of people seem to "fub you the wrong way"?
69. Do you enjoy sports as a participant? As an observer?
70. What jobs have you enjoyed the most? The least? Why?
71. What are your own special abilities?
72. What job in our company do you want to work toward?
73. Would you prefer a large or a small company? Why?
74. What is your idea of how industry operates today?
75, Do you like to travel?
76. How about overtime work?
77. What kind of work interests you?
78. What are the disadvantages of your chosen field?
79. Do you think that grades should be considered by employers? Why or why not?
80. Are you interested in research?
81. If married, how often do you entertain at home?
82. To what extend do you use liquor:
83. What have you done which shows initiative and willingness to work?

Source: Frank S. Endicott, Director of Placement, Northwestern University

oo)



CALIFORNIA STATE DEPARTMENT OF EDUCATION
Vocational Education Section
Work Experience Education
Instructional Unit B-3

SELECTING AND APPLYING FOR PART-TIME JOBS

Why You Fail Your Iliter-iew

Negative Factors 'EvaluaLed Daring the Employment Interview and which Frequently
Lead co Rejection of the Applicant.

1. Poor personal 'appearance.
2. 07erbearing--overaggressive--conceited "superiority complex"--knowing-it-all.

Inablility to'express himselt clearly--poor voice, diction, grammar.
Y. Lack of planning for career--no purpose and goals.
5. Lack of interest and enthusiasm--passive, indifferent.
6 Lack of confidence and poise--nervousness--ill-at-ease.
7. Failure to particpate in actirities.
6. Overemphasis on money-interest only in best dollar offer.
9. Poor scholastic record-just got by.

10. Unwilling to start at the bottom--expects too much too soon.
11. Makes excuses--evasii-enesa-hedges on unfavorable factors in record.
12. Lack of "tact."
13. Lack of maturity.
14. Lack of ,:ourtesy--ill mannered.
15. Condemnation of pas-, employers.
16. Lack of social understanding.
17. Marked dislike for school work.
18. La:k of vitality.
19. Fails to look inteviewer in the eye.
20, Limp, fishy.hand-shake,

22. Loafs during va,:ations-lakeside pleasures.
23. Unhappy married

FritioD with paten s.
25. Sloppy application blank.
26. Merely shopping arouT.d.
27. Wants job only for short
26, Litile s:-!nae of humor.
29. LACE of know ]edge of field of spec'alization.
30, Parens delAsions fc.r him.
31. No intereeL in company or in indus+ry,
32. Emphasis on whom be kr.)ws.

Unwilll7Ignosn to go wh.re we send him.
3=4. Cynical.

Low moral standards.
3b. Lazy.
3y, In/,olerant--st..rong prjudicrs.
38. Narrow interests.
39. Spends much .time in movies.
40. Poor handling of personal finances.
41. No interest in community activities.
42. Inability to take criticism.
43. Lack of appreciation of the value of experience.
Lo4. Radical ideas.
45. Late to interview without good reason.
46. Never heard of company.

01)



CALIFORNIA STATE DEPARTMENT OF EDUCATION
Vocational Education Section
Work Ebcperience Education
Instructional Unit B-3

SELECTING AND APPLYING FOR PART-TIME JOBS

Why You Fail Your Interview - Continued

47. Failure to express appreciation for interviewer's time
48. Asks no questions about the job.
49. High pressure type.
50. Indefinite response to questions.

Source: Frank S. Endicott, Diretor of Placement, Northwestern University.

*4 r *A*********4**w* r****** r*v w*** 1,1,1,7 ******,******.*****v v**v *

Instructional Unit B-6

CASE PROBLEM:

Pefe was a senior in high school. He had never worked before but his

parents persuaded him to participae in the work experience education program;

they felt it would be well for him to earn his own spending money.

Pete's father is a company .-4-e7utive and holds a high-paying position.

Pete was not happy that he would be doing stockroom work, but through,ex-

planations by the coordinator he malirzed that it isn't easy to start at a

higher level,

Jobs were sarDe and the department store where he applied had many

applications for an open part-time position, Fortunately, they decided to

hire him as a work experience education student if he was qualified for the

position. An inter7iew was arranged and Pete appeared on time, dressed well,

Everything went smoothly until salary was discussed; he stated that it

was not enough for the work he would do. The interveiw was terminated immedi-

ately and another applicant was hired,

1. Why might Pete ha-re felt the salary was too low?
2. Were his reasons sound?
3. How might he have viewed it as acceptable?



CALIFORNIA STATE DEPARTMENT OF EDUCATION
Vocational Education Section
Work Experience Education
Instructional Unit B-5

SELECTING AND APPLYING FOR PART-TIME JOBS

CASE PROBLEM:

George was a senior at Woodale High School. He completed the auto mechanics
courses and planned to take work experience education during his senior year. He
was well groomed, and his outgoing personality helped him to be well liked by other
high school students.

George's coordinator referred him to a large automobile parts store for a job.
After an interview, George, was told he would be notified within the next few days.
He was to be a trainee for the job of parts salesman, in which he would be meeting
the public and dealing with problems. When he left the office, he was somewhat
dissatisified with the salary offered. At the same time, he knew that it was better
than the salaries many other work experience education students had been offered and
that he would probably not have opportunities for other interviews. The job did
sould challenging, and he thought he would like the person with whom he would work
while in training.

Several days passed; George had not heard from the wholesale parts company.
He called and demanded to know why he had not heard, and added that he knew he
was qualified for the job. He was immediately eliminated from the list of prospec-
tive employees and told the position was no longer available.

1. How might George have better found out what he wanted to know?

2. Why was George's attitude particularly undesirable for this job?

3, How might George have changed his attitude to appear more acceptable
'to the wholesale auto parts company?

(93)



MOCK INTERVIEW (VIDEO TAPED)

an outline

Materials:

1. List of most ofter asked questions.

2. Desk or table setting

3. T.V. Camera, Recorder, Monitor

4. Interview Form (teacher)

Secretary Setup where students check in

Me thod:

1, Have three or four students check in with the secretary and have a seat.

2. Have student fill out application while waiting. (He should use the
Student Data Card.)

3. Teacher or professional interviewer call st.-uaerit in one at a time.

4. Student tapes interviews.

Critique

1. Interviewer goes over his reactions with the student. before either sees
the tape.

2. Tape is played for entire class and critiqued.

3. Tape can be critiqued individually with student.,

Dc as many as needed to change student interview behavior.

0,0



MOCK TELEPHONE APPLICATION OR INQUIRY

Format of Call:

1. Student identifies himself.

2. States nature of Call.

3. Asks for an interview.

4. Repeats:

a. Man's name. to see
b. Date of interview
c. Time of interview
d. Address of employer
e. Direction from his house to employer

5. Thanks receptionist.

Materials:

1. List of Format of Call

2. Desk or table setting

3. Audio Recorder

4. Mock employer (or secretary)

Method:

1. Have student find job of interest from "Want Ads"

2. Play like calling for interview.

3. Teacher responds on other end.

4. Student tapes total conversation.

5. Teacher critiques.



PERSONAL DATA SHEET AND CARDS

The examples enclosed can be modified for use in your particular classroom.

The personal data sheet can give teachers and aides a better idea of what

kind of job a particular student will find success in.

The data card is designed to fit neatly into a student's wallet and will

make filling out job applications much easier and more meaningful to the

student.

For students who seem apprehensive about filling out job applications,

it might be helpful to ask some of the employers in your community for sample

applications. These can be used in the classroom and as examples. Mak, up

some copies of these forms and let students practice filling them out with

the use of the "pocket data card."



t

PERSONAL DATA CARD

Ddt0

Name
middle lastlust

Address
Street n City State Zip

Telephone Drivers License a

Social Security Number

Birthplace

ftirllwlnla / Height Weight
Month D.ty Year

Mother's Maldert Name

Father's Place of Employment

Address of Father
Street # City Slate Zip

Mother's Place of Employment

Address of Mother
Street ti City State Zip

References: I.
Name Occupation

Street # City Slate Phono II

2
Nom) Occupat ion

Street II Clty State Phone 11

3.

Company Nome
of former

Nam Occupation

Street n City State Phone ti

c;treet Cl State

Supervisor

I:v.114.01v N. iii
01 tonmer I

Sheet Crty State

Supervisor

Job related
High School Subjects

HIGH SCHOOLS
ATTENDED

Name

City

Name

City

GRADE SCHOOLS
ATTENDED

Name

City

Name

City

Name

City

Are you taking Medication

What

Major Diseases

Major Accidents

PERSON TO CONTACT IN CASE OF EMERGENCY:

Name

Address

Phone or



PROJECT WORKER VIDEOTAPE CATALOG

In 1969, under the provision of E.S.E.A. Title VI-B, the Fullerton

Union High School District has been video taping work stations in indus-

try. Video tapes are made to train students for specific jobs which

have been offered to them from pre-selected employers in the community.

The video tapes are designed to train handicapped students in specific

ways so that they can master the entry level skills necessary to com-

pete with the regular working population for jobs.

Through the current Title VI-B dissemination grant, the Fullerton

Union High School District in conjunction with the State Department'Of

Education has made these tapes available at no cost to the districts

attending the Project Worker workshop throughout the State of Califor-

nia.

The following is a catalog listing Project Worker training video

tapes. Included in the catalog are briefdescriptionS of the video

tapes, and information 'on how to order the video taPes. Enclosed in the

addendum are examples of teacher's guides which accompany the

Worker video tapes, examples of scripts which were written to

the tapes, and examples of the job analyses which the scripts'were-

written,from.

(9 3)



VIDEOTAPEL LIBRARY

PROJECT WORKER

A WORK TUOY PROGRAM

Originally funded

under E.S.E.A.

FULLERTON UNION

HIGH SCHOOL DISTRICT



TABLE OF CONTENTS
Page

Ordering Video Tapes 1

Occupation Group Code System 2

Videotape Numbering System 3

Ordering Miscellaneous Related Materials 4
Miscellaneous Materials Available 5

Occupations:

Bus Boy A-1

Cashier F-1

Central Services Technician D-2

Cook A-2

Counter Girl A-3

Dining Room Hostess A-4

Kitchen Helper A-5

Layout Man (marble molds) R-1.

Maid Hotel C-1

Maid Motel C-2

Mechanics Helper (Automotive) W -1

Nurses Aide

Sales Clerk F -2

Serging Machine Operator (draperies) S-1

Service Station Attendent W -2

Waitress A-6

Warehouseman's Assistant I -1

Related Skills:

Adding Columns of Numbers Drill Y-1

Basic Math Skill Drills (AdditionSubtraction
Multiplication) Y-1

Change Making Drill Tapes Y-1

How to Use a Measuring Tape Drill Y-1



Use complete
catalog
number.
(Title not
necessary)

Include AV or
CV format
(If video
tape)

Use complete
title of set
(Catalog _-
numbers not
necessary)

AV or CV
format (video
tape)

PROJECT WORKER
INSTRUCTIONAL MATERIALS ORDER FORM

SAMPLE FORMS

Page 1

To order individual items, fill out one form for each item desired,
as shown below.

iCOMPLETE 8. FORWARD ALL COPIES
10 AUDIO-VISUAL DEPT.

CONFIRMATION
DATES

TITLE USE COMPLETE CATALOG TITLE

DATE'S' WANTED DISTRIBUTOR RIAL

i/01049 OM"
ALTERNATE DATELSt

/0 -
SCHOOL 8Plis

reoteLLol w.II be used by

lolol number of floss groups Ihrl vnOlert01 well be used ...rah

olhe teoChers.

ERI AI

JAl/77-/
AR/MOVED EV AAAAA tAENT C AMMAN!, AOMORI/10 EY imwarALI

MATERIALS MUST

BE SENT TO.

AUDIOVISUAL OFFICE USE ONLY

On

I Spec,/, °mot doles melerpel ordered well be 3. This form comoins 5 copies, print with boll po,ei
used pen. Press hard as last copy fs roomed Of con

2 Order only one dem per form firmollon of your rOQuESIed dolf11).

To order a complete set, fill out one form for each complete set
desired as shown below.

11

N
O

0

0

z

tler,P.Holtrti '...... ri Ti It. l. N P. T ..(7) f,':
. ..

CONFIRMATION
DATES

0 ,

i2

COMPLETE 8 FORWARD ALL COPIES
TO AUDIO - VISUAL DEPT.

TILE - USE COMPLETE CATALOG TITLE

/V® 7l. A44/D- CoNfiiEZ sue"
IM. i

n :
c)
Or

DATE IS / WANT. 0

0/40 ...Le //

DISTRIBUTOR

DM/ C
TYPE OF MATERIAL

V
1449i 79PE

m.1

0 0
0 ..na

<
....o

ALTERNATE DATE LSI

/ey -../
SCHOOL

8 01:)/-4.5
v1 i(

w
X0.....

Is meleriol ....0 be used by other leather;
x

MICZ20 °
RUNIVER

IOW number al dolt, group', Iles moloriol ...Al be used yrah

trAl/ rig
APPROVED Elv (DEPARtrEE/II CNAMIVANI AUI.OMIZED NW IRIIIMCIPLE 2 t;= =a
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PROJECT WORKER

VIDEOTAPE LIBRARY

Occupational Group Code

A Food Services

C -

.s;11

Domestic Services

D - Medical Services

-

F Sales Services

G - Clerical Services

I - Packaging and Material Handling

J Agriculture

-

L Graphics and Printing

M - Structural and Construction Trades

-

P Processing

R - General Manufacturing and Assembly

S - Machine Trades

T -

U General Mechanical Services

- General Electrical Services

W - Automotive Services

X "Not Applicable"

Y - Related Skills

Miscellaneous Occupations

Page 2



PROJECT WORKER

VIDEO TAPE LIBRARY

NUMBER LEGEND

OCCUPATIONAL GROUP

TYPE OF BUSINESS

COMPANY USED AS SUBJECT

JOB BEING TAUGHT

SPECIFIC SKILL

TYPE OF TRAINING TAPE*

A

Paee 3

SEGMENT OF GIVEN TRAINING

1

General Duties

Job Overview

Engine Tear-Down

Mechanics Helper

D & K Truck and Auto

Garage

Automotive Services

*NOTE:

Project Worker has 5 types of tapes: CODE DESCRIPTION
1 - Job Overview
2 - Skill Application
3 - Skill Drill
4 - Student Performance
5 - Miscellaneous
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PROJECT WORKER

MISCELLANEOUS MATERIALS

Audio-Visual materials (other than videotapes) will be

made available in the future. These materials can be used

instead of or in conjunction with Project Worker Videotapes

for job and skill training.

When ordering these materials please use the following

procedures;

1 - Order by JOB TITLE and SUBJECT

Example: In the order form box "TITLE"
put the Job Title and Subject.

:0 G I T Ft,

I

COMPLETE & FORWARD ALL COPIES
TO AUDIO-VISUAL DEPT.

CONFIRMATION
DATES

WA1TRE Ss - After*. Word Reo.dins

S
CASSAITE

-----12 - Indicate the TYPE OF MATERIAL.

Example: In the order form box "TYPE OF MATERIAL"
please put the appropriate material code
as indicated in the listing.

When ordering an Audio Tape be sure to
indicate your preference for Cassette or
Reel tape.

MATERIAL CODE MATERIAL CODE

Slides

Audio-Tape

Film - 8 mm

Film -16 mm

S

AT

F-8

F-16

Filmstrip FS

Transparencies P

Charts C

Phonograph Record P
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MISCELLANEOUS MATER I ALS

JOB TITLE SUBJECT TYPE OF
MATERIAL CODE

CORRESPONDING
VIDEOTAPE NO.

cASMIER Learning Prices and

Writing Food Orders

(dkill Drill)

S / AT
Relates to these
Series:

COUNTER GIRL
CASHIER
WAITRESS

(i,RIJ CLERK Figuring Overdue

Fines

(Skill Drill)

S / AT
Relates to the

Library Clerk

Series.

.

WAITRESS

.

Calling Food Item

Prices.

(Skill Drill).

AT
Relates to the

Waitress Series.

WAREHOUSEMAN

Az2,:;ISTAT

Reading Labels on

Food Items

(Skill Drill)

AT (IA0-0A1.1)



FOOD SERVICES

JOF TITLE: Bus Boy

;-; : 1. Ole TAPE SUBJECT
COOPERATING

COMPANY SEQ. LENGTH CATALOG ::(7).

Overview --- Pancho Gorto 1 25:00 AA2-0A'.'



WOOD SERVICES

001; TUVI.K: Cook

TYPE OF TAPE SUBJECT
COOPERATING

iMPANY SEQ. LENGTH CATALOG 7:: .

Overview Carl''s Jr. 1 7:4.1 AA1-2A1.1



FOOD SERVICES

JOB TITLE: Counter Girl

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG NO.

Overview --- Carl's Jr. 1 12:30 AA1-1A1.1



FOOD SERVICES

JOB TITLE: Dining Rocm Hostess

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SE Q. LENGTH CATALOG NO.

Overview --- Carl's Jr. 1 17:00 AAA -Ch ".'

Overview Making Set-Ups Carl's Jr. 1 19:00 AAA -OP'.'

Overview Lettuce & Tomato
Preparation Carl's Jr. 1 8:00 mi1 -oc1.1

.

.

.

.

. .



FOOD SERVICES

1111.E: Kitchen Helper

TYPE OV TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTL TP.7,0G :::).

(1erview

0,:erview

___

---

FUHSD Commissary

FUHSD Commissary

1

2

10:CC

10:5C

AF20-:..".

ABO-0A..:



FOOD SERVICES

JOB TITLE: Waitress

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG NO.

Overview --- Alphy's 1 17:20 AA0-0A1.1

Skill Drill Food Identification Alphy's 1 17:00 AAO -0A3.1

Skill Drill Food Identification Alphy's 2 25:00 AA0-0A3.2

Skill Drill Menu Abbreviations Alphy's 1 15:00 AA0-0B3.1

Skill Drill Menu Reading Alphy's 1 28:20 AA0-0d3.1

Skill Drill Menu Reading Alphy's 2 27:00 AA0-0C3.2

Skill Drill Waitress Dialogue Alphy's 1 18:00 AA0-0D3.1

Skill App. Preparing Fountain
Items Alphy's 1 16:30 AA0-0E3.1



DOMESTIC SERVICES

OOF TIPLE: Hotel Maid

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG NO.

Overview --- Disneyland Hotel 1 21:15 CA0-0A'.'



DOMESTIC SERVICES

JOB TITLE: Motel Maid

-I

TYPE OF TAPE

Overview

Overview

Overview

Overview

Skill App.

SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG NO.

-

Bedmaking

Fullerton Travelodge

Fullerton Travelodge

Fullerton Travelodge

Fullerton Travelodge

Fullerton Travelodge

1

3

4

1

7:30

7:16

8:15

10:40

8:25

CA1-0A141

CA1-0A1.2

CA1-0A1.3

CA1-0A1.4

CA1-0B2.1



MEDICAL SERVICES

JOB TITLE: Nurses Aide

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG NO.

Overview

Skill App.

Skill App.

Bedmaking

Hall Cart &
Feeding

Anaheim Conv. Hosp. 1 23:30

Anaheim Conv. Hosp. 1 18:50

Anaheim Cony. Hosp. 1 11:17

DA0-0A1.-

DAC -0B2.'

DAC -002.1



MEDICAL SERVICES

JOB TITLE: Central Services Technician

TYPE. OF TAPE SUBJECT COMPANY SEQ. LENGTH CATALOG NO.

Skill Appl.

Skill Appl.

Skill Appl.

Skill Appl. .

Skill Appl.

Skill Appl.

Skill Appl.

Skill Appl.

Skill Appl.

Skill Appl.

Placing Linens on
the Shelf.

Folding Towels and
Linens.

Folding Tapes and
Sponges.

Folding 54 Inch
Wrappers

Folding Leggings

Folding Spinal and
Eye Sheets

Folding and Making
Head Drapes

Major Pack Assembly

Eye Pack Assembly

T. and A. Pack
Assembly (for
Tonsil Operation)

St. Judes Hospital

St. Judes Hospital

St. Judes Hospital

St. Judes Hospital

St. Judes Hospital

St. Judes Hospital

St. Judes Hospital

St. Judes Hospital

St. Judes Hospital

St. Judea Hospital

1

2

3

4

5

6

7

8

9

10

2:00

2:00

6:30

6:30

5:30

8:20

6:30

10:30

7:00

3:00

DB1-1B2.1

DB1-1B2.2

DB1-1B2.3

DB1-182.4

DB1-1B2.5

DB1-1B2.6

DB1 -1B2.7

DB1-182.8

DB1-1B2.9

DB1-182.10



SALES SERVICES

JOB TITLE: Cashier

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG NO.

Overview

Skill Drill

Skill Drill

Cash Register

Check-Out Procedures

Zody's

Zody's

Zody's 1

7:23 FAO -0A1.1

FAO -0A3.1

FAO-083.'7



SALES SERVICES

JOB TITLE: Sales Clerk

TYPE OF TAPE SUBJECT COMPANY SEQ. LENGTH CATALOG NO.

Skill Drill Bankamericard Sales
Slips Bank of America 1 15:00 FX1-1A3.1

Skill Drill Mastercharge Sales
Slips United California 2 15:00 FX1-1A3s2

Bank

Skill Drill How to Use the
Sales Tax Table

MI 4m, 45:20 FXX-1B3.1



CLERICAL SERVICES

JOB TITLE: Library Clerk

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG NO.

Overview --- Orange County Library 1 9:38 GAO -0A1.:

Skill App. Cash Counting Orange County Library 1 20:00 GAO -0A2.1

Skill App. Date Setting Orange County Library 1 7:00 GAO -0B2.1

Skill App. Card Stamping Orange County Library 1 4:00 GAO -0C2.1

Skill App. Circulation Count Orange County Library 1 14:00 GAO -0D2.1

Skill App. Card Alpha-
betizing Orange County Library 1 7:45 GAO -0E2.1

'Skill App. Card Filing Orange County Library 1 4:30 GAO-0F2.1

Skill App. Book Check-In Orange County Library 1 6:00 GAO -0G2.1

Skill App. Book Check-Out Orange County Library 1 7:45 GA0-0H2.-.

Skill App. Book Slips Orange County Library 1 6:00 GAO -0I2.1

Skill App. Answer Phone Orange County Library 1 3:30 GAO -0J2.1

Skill App. Patron Regu-
lations Orange County Library 1 12:15 GAO -0K2.1



PACKAGING AND MATKRIAL HANDLING

JOB TITLE: Warehouseman Assistant

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG NO.

Overview --- FUMSD Commissary 'I 7:45 IA0-0Ai.1

A



GENERAL MANUFACTURING AND ASSEMBLY

JOB TITLE: Layout Man

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG NO.

Overview ---

..,

Regal Marble 1 10:00 RA040A1.1

Skill App. Tool. Set-Up Regal Marble 1 26:10 RAO -0A2.1

Skill Drill Preparing Work
orders Regal Marble 1 18:30 RAO -0A3.1



MACHINE TRADES

JOB TITLE: Serging Machine Operator

TYPE OF TAPE

Overview

Skill App.

Skill App.

SUBJECT

- -

Serging Machine
OperatOr

Bartacking and
Fanfolding

COOPERATING
COMPANY

Gray's Draperies

Gray's Draperies

Gray's Draperies

SEQ. LENGTH CATALOG

1 9:00

1 8:00

1 9:30

SAO -0A1.'

SAO-bA2.1

SAO -0A2.2



MACHINE TRADES

JOB TITLE: Serging Machine Operator

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG :::.

...

Overview --- Gray's Draperies 1 9:00 SAO -0A1.'

Skill App. Serging Machine
Operator Gray's Draperies 1 8:00 SAO -0A2.1

Skill App, Bartacking and
Fanfolding Gray's Draperies 1 9:30 SAO -0A2.2



AUTOMOTIVE SERVICES

JOB TITLE: Auto Mechanic Helper

TYPE OF TAPE SUBJECT COOPERATING
COMPANY

SEQ. LENGTH CATALOG NO.

Overview D. & K. 1 10:00 WBO-0A1.^



AUTOMOTIVE SERVICES

JOB TITL!,: ',ervice Station Attendent

VI PAI: COMPANY

Overview

Overview

Overview

Overview.

Skill Drill

Skill Appl.

Skill Appl.

Skill Appl.

Skill Appl.

Seven Steps to Success
(Short Cartoon

Introduction)

Seven Steps to Success
(Detailed Explanation
of each step)

Capital for Quality
(Information on Gas
Station Products)

Gasoline Credit Cards

How to Use the Credit
Card Imprinter

How to Use the
Specification Book

How to Use the
Price Book

Filling Out the
Work Order

Bob's Shell

Standard Oil

Standard Oil

Standard Oil

Standard Oil

Standard Oil

Standard Oil

Standard Oil

Standard Oil

sEq. LENMIt

1 6;40

1 11:00

2 23:00

1 20:00

1 20:00

1 10:00

1 20:00

1 10:00

1 30:00

CATAIAgi

WA0-0A1.1

WA2-0A1.1

WA2 -OA1.2

WA2 -OB1.1

WA2 -CG3341

WA2-0C2.1

WA2-0D2.1

WA2-0E2.1

WA2-0F2.1



RELATED SKILLS

JOB TITLE: None

Page Y-1

TYPE OF TAPE SUBJECT COMPANY SEQ. LENGTH CATALOG NO.

Skill Drill

Skill Drill

Skill Drill

Skill Drill

Skill Drill

Skill Drill

Skill Drill

Skill Drill

Skill Drill

Adding Columns
of Numbers

Basic Addition
(Slow Problems)

Basic Addition
(Fast Problems)

Basic Subtraction
(Fast & Slow)

Basic Multiplication
(Fast & Slow)

How to use a
Measuring Tape

Change Making - #1

Change Making - #2

Change Making - #3

IIIID ION.

1 20:00

1 7:00

2 4:45

1 7:30

1 7:00

1 53:26

1 27:25

2 28:10

3 32:29

YXX-XA3.1

YXX-XB3.1

YXX -XB3.2

YXX-XC3.1

YXX-XD3.1

YXX-XE3.1

YXX-kF3.1

YXX-XF3. 2

YXX-XF3. 3



PROJECT WORKER

Teacher Guide

for

Master Charge
Bankamericard

April 20, 1991

Carson Hall



TEACHER'S GUIDE

Teaching_ Tapes - Video tapes, mock-ups, and other A-V materials are care-

fully designed and produced at great cost to perform a specific function,

Unless presented with as much care as .went into their production, much of

their value may be lost.

A. Teacher or Teacher Aide t stay in classroom during all tape show-
bags. Teachers should be in a position to reinforce students .hen
working on tapes and mock-ups.

B. Preview tape and review the purpose of the tape.

C. Mention one or two highlights of each tape and ask the stodents to
be looking for them.

D. Provide discussion and/or practicetime after showing the tape; uee
the training guide provided.

E. Think of activities for mcifj.cindibraitz in your class to sup-
port the training guide provided.

P. Make sure students work on mock-ups just as they would be working
on the job. (i.e. If employee stands on the job, the trainees must
stand while practicing the job.)



."...TOB-:DESCRIPTIOM - -II .'211.488'

Oashier receives; cash from customers or employeeS in payment Or goods
and. services and :records: amounts. received: RecOmoutes :or commutes
itemized lists, and tickets showing amount due using adding machine or
cash register. .Makes=,change,rc*ea, checks; 'end,:issues..reOeipts .or
tickets to customers,-

end
amounts .receiv,ed and- prepares reports .,of

transactions. Reads end rec:Ords totials,on.,Cash.regibter'and verifies
againat cash on hand. May:he.:,reqUired to :1,:nowj,..V,alue and=:'featUres of
items for which money ,ia,received. .May give 'cash rrefundsOr. issue credit
memorandums to customer ,for returned merchandiSe :May operate ticket-.
dispensing machine.;' May sell .candy,- cigarettes,' gum:;
oateS, and issue tradini.Stamps,., :'.eiiPlOYed in res tjatirants; &re.-
erias, theaters, retail Stores'', and other..-eStabl::_shments. Ma:y,:15e
signated according to nature of establishment 'aei ,Cafeteria' Cashier,
(hotel & restaurant); Dining Room Cashier (Hbtel:&.rer4aurant);-,:Store
Cashier; or Cashier, Credit. When receiving
and returning money to sales personnelby pneuniatic:tilbe:ds,'des.,ignated'
TUBE-ROOM cashier. When- working on 'same: floor :and., receiIiing moneY,:.
making change, and cashing 'checks for SaIes.Personnel,'Ic;:clesignated

.Floor Cashier,

For further information contact;

Master Charge . 'Bank of` America
Mr, Burns or Mr. Gewber Albin :8temart.
Zodys.
120 East imperial -1240 -E.:, Chapman._
La Habra, CA 870-4114 FullertonpA :526=.9252.

MOCK -UP

A. .General Equipment.



E. :;pecific Materials Supplied by DIMC

NO. REQD. ITEM DESCRIPTION USE

Vide,, Tape M.C. #FX1 -1Aj.T

According to
No. of Students

Bank of America
Master Charge
Sales Slips

Regular Type

C. Mock-Up Objectives

1. Students will be able to fill out correctly Master Charge oriel
Bankamerciard sales slips ranging from one to five items wit.r-
in 30 seconds.

D. Training Procedure

1. Go over pre-training check-list with student.

2. Have student sit down in front of monitor. Proceed with the
first problem (pre-test). Compare the student's response
with the correct answer and determine whether student needs
more pre-training.

7 If he passes the pre-test, continue playing the tape and na've
the student continue filling out sales slips.

4. Compare the student's completed sales slips forms with the
Master Answer sheet. Correct the mistakes.

5. Place students on the segment where mistakes occur or termi-
nate training.

E. Student Evaluation

1. Student can correctly fill out a charge slip consisting of
five items within thirty seconds. (i.e. #9 on Master Charge
and Bankamericard tape.)



Student knows:

PROJECT WORKER

FULLERTON UNION HIGH SCHOOL DISTRICT

Pre-training Check List
Bankamericard
Master Charge

1. What the difference between "take" and "send" is and where
the boxes are on the forms.

2. Where the "date" box is.

3. Where the "Department" box is and knows what this is for.

4. Where the "Clerk Number" box is and understands that this
is his number.

5. Where to put his initials.

6. 1L-,w to itemize each item, putting the "quantity," "class,"
(each), "description," and the amount.

7. Where to enter the Tax.



Job Any ysis 1 1

:1', I IHI'L1LT

PROJECT Wr)IYJ.R

FA Title VI

ALr/lulf of Workini. Ccndition

Yir' !'iame D & K Enterpri se s

Comments

L!ot) 1it1& 'ielerhl Shop

Comments

211 Inside Shop help X oisy

Outside 5 Delivery_ Inadequhtx LjghtinF

*WO
Hot inadequate

SO .s.MIM.'
Ventilation

Cold

M Sudden
tur

Change

Vibrttion

x Mechanical Hazards

Humid ___-- Cramped Quartc,rs

x Dry Hli des

x Wet ',cashing x Exposure to Burns

x lusty Electric;A Hazards

Dirty x Working with Other

x Odors Cas solvent x Working Alode
Exhaust fumec

Working Ar ound Other

Hours 8:c0 t,c) on JjLt. P;ich 5hi ft.

Unif°1n-iALLULI.Lilij-

Clothin17, Cid

Tools

Salary $1.75 an Hour

Food Allowance

Advancement 3c_iii]y tda;

Evaluated by: Tndd Tennyson Date: 1 2- 1 0-70

PW 6001



1. - 11,1

F.:1 A Titlf?

A 1-Li o r

rn, D &K Ent euri se s Jct. Gene ya

KEY

A--"Inndr.tory

-Not i

C °rime ni.

',hrryli:R. x

Ili UhrowIrin

f .ulink- Z' i' u :- i rig x

2.

., _1 1 !..e. -; :: x V i 1 u p ,, r i N i- x

C, r%,, w i .',- ee li :IF x

SI:-hci: x Ta lking xf......

Turn.' !,p:' x E.',',rint-.!- x

x Seeing x

Grouchi fir x Color Vision x

Kriec 21;17 x Depth x
Perception

Si t ti r,,-. x

Rea cl-..i -.,.- x viorking Spel x

Li ill riF x

75# the most

F v , i , l e c . by Todd TennyLsLa ...t 12-10-7C,

It Lornrnciit

a^ -
x

f'W 6002



PWOILT

EIA'k Title VI

intere.t Am 1,,

..!:volv 1111 N prefer- vs
lo ;.rt vi tit :; debling wits:

ot

2n .J!..i't,;(wi Jnvolving preer- vs
involving

cuLtr.Ct with people.

0 JiLshx,,,,un,.; ]rvolvinp Ed prefer. vs
ence for activities of a routines
concrete, originized nature.

Ti I li!_cLenerji.L.atuapjflorker____

(,H 1 k 1 Y

4. Situp Lions involving, a prefer- vs 0
ence for worLing Cor people for
tneir presumed rood, as in the

welfare sense, or for
ilea ling with people and lan-
eurire in social situt;.;ions.

Situations involving a prefer- vs
ence Jor t cti vities resulting
in prestife or the esteem of
others.

Evaluator: Todd Tennyson

ivolvinr
ence Lc.r. (ucero..:
with peonll, ant- the L.onmuni,..-,
t; Sri cif ideas.

5itwitions involvinv, f prefer-
ence Cor activities of a scit1.-.

tific ;;nd ternnicul n: ture.

Situations in-i61-viiit F:eier-
enr_..e for nctivitien of an ab-
stract avd creative ni.ture.

Sit-Lintions involving a prefer-
ence for activities that are
nonsocial in nature, and are
carried on in relation to pro-
cesses, machines, and techni-
ques.

Situations involvinf a prefer-
ence for Activities resultinf
in tangible, productive satis-
faction.

Date: 12-10-70
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TITL VI

of....j.itudont Tererament Agjastment
Fi I'M Nine D Et. Enterprises Job Title `General 52.1221(Loriter

-".

x

No

ry
c.

Situ involvingSituations a variety of duties often characteri..it,d
by freQuent chnnge.

Situations involving repetitive or sho cycle opere ti on
carTied out according to set procedures or frequences,

Sitwitions involvingx 1- doing things only under spez5f.:: in-
strileti on , allowing little or no room for indeperuit:nt r: eti On
Or judgment in working out :job problems.

4.,. Situntionsx involving the direction* control, and. r.lannini, of
an entire activity or activities of others,

x 5, Situations involving: working alone and apart in physical i so--
_1.ition from others,. althouph the activity may bc inteFral;erj
with that of others.

x 6, :ituttionf; involving the necc:lsity of dealing with people in
,7-ictuni job duties be,yond- giving and receiving instructions,

attitudes? or 114':ople in their opinions,x 7: Situations. involving influencing
judgments about ideas or things.

x E° Situations involving performing adequntely under stress when
. confronted with the critical or unexpected or when taking
risks,

involving the evaluation (arriving at generallza-
tions, judgments, or decisions) of information against sen-
Situations9

spry or judgmental criteria.

tions, judgments, or 12Z!;).;21!
,arriving at gerer0-i,p-x G Situp tions involving the evaluation i

surcble or verifiable of informPtion ag-Aost men-

x x Situations involving the interoretntion of feelings. i-!oes,
or .facts in terns

ra Uateci

of personal vi ewPoint

Y. Situations involving the orecise attainment of set. limits
tolerances, cr standards.,

by Todd ennItara Date : 12-10-70
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Job Lieyrii' on

1.,OT#62o,88o

litleAutomobile Mechanic Heller ______________

Industry Auto Services

1)escr12tion of Duties: (One par line) A'Aach cheats

1,

2

3.

4
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Job Analysis #(.,

1 Top luA
2 MlgH )/5
3 YAdu -

5 Eotto:.

' I J ss4

QJUT 4JhAh

L..A Title VI

Q2212:11-SaLLD4t&21:2=12Zara

it;crl Automobile Mechanic Helper

2

.3

.1.

-QT Cane b2C.884

J)141 Intelligence-General Learning ti 11 y

V 4 Verbal 'Understand m9sning of words, ideas

4,5 Numeri ce..1 coulu quickly accurately

4,3 spatial -Vieuralze 11 3 aimenel,)ns

.e 3,4 Form psrceptIon-l-deta.1 1 in ob_iects, pictorial

5,4 C Ica 1 iietal 1 In verta 1 or tabular.

e. 3,4 aktor Coora -Eyes s l.-1 hancis or fingers
F 3_14_ __Finger dexterity-hAnl.pwlate small otjecte
r. kla.nual dexterityPlacing and turninu movements

Eye-Hand-Foot Coordination

Color ilecrimlnation

9JI.J13114.2,3,4,6
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INDUSTRIAL ARTS- -VOCATIONAL

Check with the industrial arts teachers on your campus. These programs

provide valuable vocational training and exploration.

School counselors will be aware of course offering their prerequisites,

etc.

R.O.P. is a valuable source of vocational training as a means of

exploration.

(rot)



TRADE SCHOOLS

Information regarding trade schools can be obtained from your school

counselors, from your campus career center, or from the National Associa-

tion of Trade and Technical Schools, 2021 L Street, Washington, D.C. 20036,



THREE GENERAL TYPES OF WORK EXPERIENCE

Work experience is a composite of programs using the cooperative efforts

of the school and community to better assist students in making career choices,

in preparing for careers, and in making a smooth transition into the world of

work.

...._____loratoWoricerceali.,Ication. Exploratory work experience.

education is a program that provides the opportunity to sample systematically

and observe a variety of conditions of work that will contribute to the career

guidance and development of the student for the purpose of ascertaining his

suitability for the occupation he is exploring. The purpose of exploratory

work experience education is to contribute to the career guidance and develop-

ment of students.

The objectives are as follows:

1. To provide the students with the tools necessary for making wise

and realistic career choices.

2. To provide the students with opportunities to explore a variety

of occupations related to tentative career choices.

3. To provide the students with guidance so they can cluster their

tentative career choices, thereby concentrating their educational

efforts toward short and long range goals.

General Work Experience Education. The purpose of general work exper-

ience is to assist students to become productive, responsible individuals

through supervised employment experiences.

(/03)



The objectives are as follows:

1. To provide students the opportunities to develop an appreciation of.

the reality of work.

2. To provide students the opportunities to explore the current and

emerging opportunities for employment in the present assignments

and in other careers.

3. To provide students the opportunity to compare the educational and

training requirements of a variety of careers to personal aptitudes,

interests, career expectations, and degree of motivation to pursue

short and long range career goals.

4. To provide students with the opportunity to develop an appreciation

of the importance of desirable work habits.

5. To provide students the opportunity to develop and understand the

relationship between formal education and job success.

6. To provide students the opportunity to assume adult roles and

responsibilities in the present work environment and to develop

an understanding of the necessary rules, regulations, procedures,

and practices involved,

Vocational Work Experience Education. Vocational work experience

education has as its purpose the extension of vocational learning opportunities

for the pupil through part-time paid employment in the occupation for which

his course of study is preparing him.

The objectives are as follows:

1. To provide students with the opportunity to improve skills in

specific segments of selected occupations,

2. To provide students with the opportunity to assume assigned duties

and responsibilities and improve on-the-job performance through

related in-school instruction.



3. To provide students with the opportunity to explore the current

and emerging opportunities for employment in present assignments

and for advancement within related occupational fields.

4. To provide students with the opportunity to demonstrate job entry

level proficiencies, and to assume adult roles and re,ponsibilities

in selected careers.

(Io4a)



LAWS GOVERNING WORK EXPERIENCE EDUCATION PROGRAMS

CONTENTS

I. AUTHORIZATION AND ENABLING LAWS FOR WORK EXPERIENCE EDUCATION PROGRAMS.

II. RULES AND REGULATIONS GOVERNING THE OFFERING AND OPERATING OF WORK
EXPERIENCE EDUCATION AS AN APPROVED HIGH SCHOOL COURSE.

III. STATE APPORTIONMENT FOR PUPIL ATTENDANCE DURING HOURS WHEN PUPILS ARE
PARTICIPATING IN LEARNING EXPERIENCES AT THEIR JOB STATIONS.

IV. LIMITATIONS UPON MAXIMUM HOURS OF WORK AND UPON TIME WHEN WORK MAY BE
PERFORMED BY MINORS.

V. RESTRICTIONS COVERING THE KINDS OF WORK WHICH MAY BE DONE BY MINORS.

VI. MINIMUM WAGE LAWS AFFECTING MINORS.

VII. LAWS CONCERNING INSURANCE FOR EMPLOYED MINORS.

VIII. WORK PERMIT LAWS.

Dwayne Brubaker, Supervisor
Work Experience Education
Los Angeles Unified School District
Revised January, 1973



GOALS OF THE PRESENTATION ON LAN GOVERNING WORK EXPERIENCE EDUCATION

The work experience coordinators who participate in this seminar or carefully
review this publication will:

1. Be aware of resources for locating laws related to work experience educatio

2. Know the agencies or bodies which prescilbe and enforce these laws.

3. Know, or know how to find, laws governing the operational procedures of a
work experience education program.

4. Know, or know how to find, laws controlling the time when minors may be
legally employed.

5. Know, or know how to find, laws restricting the kinds of work which may
be done by minors.

6. Know minimum wage laws.

7. Be aware of workmen's compensation insurance regulations covering
employed minors.

8. Know, or be able to immediately locate, laws governing work permits for
minors.

9. Be familiar with accepted interpretations of many laws related to work
experience education.

/0 to



INTRODUCTION

Laws governing the employment of minors, and as such, laws effecting Work

Experience Education, are enacted and enforced by several different authorities.

-Laws appearing in the Education Code are enacted by the California Legislature.

Laws written in the California Administrative Code, Title V, Education, are made

by the California State Ward of Education. The California Labor Code Laws are

passed by the Legislature and enforced by the State Division of Labor Lew Enforce-

ment. Also, the State Labor Commissioner may make Child Labor Orders which have

the effect Ir.w. Minimum wage laws and repeations concerning working coudi-

tions are passed and enforced by the State Industrial Welfare Commission.

Most fedora' laws concerning youth employment arm contained in the Pair Labor

Standards Act of 1938. (Many amendments to this Act have been made in recent years).

Major portions of the Pair Labor Standards Act are passed by Coagross. Hummer,

the hazardous occupation laws pertaining to minors are orders from the United

States Secretary of Labor.

In order fo' us to help students to obtain the 1±,...* lOarning from

their work experiences, we must understand the purposes of these laws, and

assist in their proper interpretation and enforcement to the best of our ability.

If guidance counselors, child welfare and attendance workers, or work experience

coordinators determine that some of these laws should be amended, then we should

direct our appeals to the appropriate administrators or legislative bodies.

(foe A)
-2-



I. AUTHORIZATION AND ENABLING LAWS FOR WORK EXPERIENCE EDUCATION PROGRAMS

EDUCATION CODE SECTIONS:

.5985 Authority for School District to offer work experience education.

5986 Requires Stare Board of Education to establish standards for work
experience education.

5987 Mandates State Department of Education to adopt regulations to
implement standards set by State Board to maintain educational
purpose and character of work experience education.

59538 Specifier that all laws applicable to employment of minors will
appl, to pupils enrolled in work experience education.

5989 Definition of work experience education to include employment of
pupils !ri part-time jobs selected or approved as having educa-
tional value and :oordinated by school employees.

5989.5 Allows a school district to use funds obtained from any source to
pay wages of mentally retarded pupils in a work experience education
program.

5990 Requires that work experience education i:volving apprenticeable
oc.,:upaLiom, shall be consistent with purposes in the Labor Code
and standards of the California Apprenticeship Council.

5991 Permits employees of a school district to establish an.: supervise
woik cApz.Iicncc programs in contizuoub areas outside the district.

5991.5 Allows a school district to provide employment for students in areas
outside the district for public or private employers. Allows
district to pay wages to enrollees in or out of district, but pro-
hibits payment of wages to or for private employers.

5992 Defines the school district which operates the work experience
education program as the employer, for purpose of required workmen's
compensation insurance, for pupils who recei%e no pay from the person
or firm providing the work station.

5992.5 States that sections 1292, 1293, and 1294 of the Labor Code shall not
apply to work experience education programs, provided that the work
experience coordinator determines that the students have been suffi-
ciently trained in the work otherwise prohibited, if parental approval
is obtained, and the principal or counselor of the student says the
student's progress toward graduation will not be impaired. This will
permit students 14 thluugh 17 years of age, who are enrolled in work
experience education to work at almost any kind of job, except those
prohibited by federal laws.

/07
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II. RULES AND REGULATIONS GOVERNING THE OFFERING AND OPERATING OF WORX EXPERIENCE
NOM VIT xrlarXFPNA/161TrarlCABLE

CALIFORNIA ADMINISTRATIVE CODE, TITLE V, SECTIONS:

10071 Defines "job" and "work station."

10071 Classifications of Work Experience Education. Describes the three
types of approved work experience education: exploratory, general,'
an.1 vocational.

10072 Requires written plan for work experience educatlem,ft be. edefted
by local district gOverning board and be submitted ti and approved
by the State Department of Education. Statements in this plea shall
include:

a. Types of work experience education the district will
provide.

b. Certification that the district has officially adopted
the plan.

c. Responsibilities of the school, the pupil
andother cooperating agencies.

d. Provision for guidance service to
their enrollment in work experienee

e. Assignment of a sufficient member of quill
cated personnel to direct and coordinate the

f. Assertion that the work done by the pupae Is Of S'
ful educational nature.

g. Indication that applicable local, state, and federal
laws and regulations will be Zollowed.

h. Evaluation, with the help of the employer, of pupils'
work, awarding of school credit, and entry of Perti-
nent facts in the pupils' cumulative records.

i. Previsions for necessary clerical and instructional
services.

10073 Requires the district to grant credit toward graduation for satis-
factory comp'etion of work experience education as specified in
Section 1635.

-4-



TYPE OF
E E

MAXIMUM

TOTAL
CREDIT

Exploratory 19 semester 20 semester
periods periods

General, 10, Semester 40 see.ester.
periods, ..periods.

,,Focational' 10 semester ,40 sew' ester
periods,. periods

Allows maximum of 40 semester periods of. credit in one or -,

cembination,'of all types of 'doe: ,Exporience. Education"..

10074' Sets ,Mini e11122 pupal. qualificotions. for participation in 'VGA experionde
education. These or

,..
a. Have attained lb Years of age ozcoPt that with '.speCial

needs may:be. Cnio1le2 by authorisaticn' of the pAncipal.(Not ENTE0

b. Bo a lull .ti-Jaa student , roans'- one . of the .

.

(1) ;A legally indentured, apprentice.

(2) A continuation pupii in any number
of ,clo.S.Ses':"

.

(3) A 'high sago! 0411 enroiled,' in, four
or more, Subjects..-inelud:ing _Work
Experience Educatien T.,'

(4) Enrol!,ed in an :approved,
=MO, prOgraM.

.. Have parental. approval

.Have approval af 'Sehool- 61:14aTICO service...
, . .

-gave a vricatiOnal.' or 'educational goal : to t
experionce will contribute.

On the job visitation.

ConSultatien with- the employer..

c... Nritten evaluation .of. Students progra6::.

d. Consultation With the' student.

10075 Requires the school district to supervise work ex-eel:donee enrollees
b3r



10076 Record Keeping

The District's records must include:

a. Type of work experience, job location, and type
of job.

b. Work permit.

c. Employer report of attendance and performance.

d. Supervisor's report of observation of pupil.

e. Supervisor's report of codsultation with employer.

f. Supervisor's rating of pupil, including grade.

10077 In selecting work stations, the District shall ascertain thet the
employer:

a. Is in sympathy with the eduCotiOnal otoimalv,
the Work Experience Education progrsm4

b. Knows the intent end pump sae of the t
Experience Education in which the
enrolled.

c. Offers the pupil a reatonablot yrobjwaptty
continued employment fkor the perrie4 314'

enrolled.

d. Hes adequate equipment and see

e. Has working conditiors to mot
safety, morals of the pupil.

f. Provides adequate supervision.

g. Provides workren's compensation insurance.

h. Maintains accurate records of pupil attendance,

10078 In Exploratory Work Experience Education:

a. The hours of exploratory experience shall be
commensurate with the pupil's occupational goal
and the occupation he is exploring.

b. The pupil shall not be paid for his experience and
he shall not work for wages in a similar job at
other hours.

c. The exploratory pupil shall not replace a paid employee.

-6-



1475 Work Experience Education In S

a. Summer schools offering work 0 Lenee
.1-

(1) Comply with provisions in Sed$10a$ 100

(2) Conduct the program comeNTV,00744
the district's summer sthoel,

t,

CS) Maintain a student - certificated coordiolowm
ratio of not more then 25 students per Nisi
coordinator hour.

(4) Provide for a minimum of 180 minutes of group '014
individualized related instruction each week is
work experience education.

(5) Grant a maximum of ten units of credit.

b. No pupil, including those also enrolled in other summer school
classes, in a summer school work experience class shall be
credited with more than one day of attendance in any ca'Lendar
day.

ADMINISTRATIVE CODE, TITLE V SECTIONS

Relating to Community College Programs

55250 Require! a district plan for work experience education to be adopted
by i.1:f district, and shall be submitted to and approved by the
chancellor of the California Community Colleges.

55251 The district plan shall contain:

(a) A statement the district has officially adapted the plan.

(b) A specific description of the responsibilities cif OW
colleye, the student, the "replays?, and any other
cooperating agencies.

(c) A description of the follcwing for each type of work
experience offered:

(1) Appropriate and continuous guidance service for stallions
involved.

(2) Assignment of a sufficeet number of certificated personnel
to coordinate the program,.

(3) Ascertain that the work does by students is of a useful
and educational nature.

(4) Evaluate, with advice from employer, the work done by
the student, and award credit.

(S) Provide necessary clerical and instructional service.

/09 -7-



5S252 , Defines two types of work experience education offered in community

`colleges. There are: General Work Experience Education and Vocational

Work Experience Education.

55253 Establishes Aaximum school credits for work experience education in

community colleges.

TYPE OF MAXIMUM UNITS MAXIMUM UNITS MAXIMUM

W.E.E. PER SEMESTER PER QUARTER TOTAL

General

Vocational

3 hours 5 hours 6 semester hoe
or 9 quarter kom

4 hours 6 hour'; 16 samesterlinit

or 24 quarter NW

A student may not earn a total of aore than 16 semester credit hours or
24 quarter credit hours during enrollment in work experience education
in any community college. A student may, not enroll ia.tim types Of 1/4.11+

concurrently.

SS2S4 Establishes minimum student qualifications for enroilient4:1940,M2

(a) Be a full time student, which means one of the following:,

(1) A legally indentured apprentice regardless of the
of subjects for which he is enrolled.

(2) Enrolled in not less than 8 units, including 94.11.

(3) If working on an.slternate semester (or quarter) plea.,
has previously.:00plet20.12 Units.

(b) Have approval from the wo.rk experience coordinator.

(c) Have an occupational goal toward which the LEAL will
contribute.

(e) Pursue a planned program in which the W.E.E. will offer new,
or expanded responsibilities beyond those experienced ill

previous employment.

55255 Services provided by the district shall include:

(a) On-the-job observation of student worker.

(b) Consultation with the employer.

(c) Written evaluation of student progress.

(d) Consultation with the student.

The above shall be provided at least onco every census period for each
student enrolled.

109
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55256 Records maintained by the district shall include:

(a) The type of W.E.E. for which each student is enrolled,

where he is employed, and kind of job held.

Record of work permit, if applicable.

(c) EmPloyer's report of attendance and performance

on the job.

(d) Certificated staff's report, of observation of student.

(e) Certificatet staff's report of consultation with employer.

(f) Rating of each student, including grade.

55257 In selecting work stations the district shall assure:

(a) Employer is, in sympathy with the educational objectives of W.E.E.

(b) The employer kncws the intent and purpose of WALE.

(c) The work station offers a reasonable probability of continuous

employment for the student for the period that he is enrolled.

(d) The employer has adequate materials and equipment to offer a

learning opportunitY.

Desirable working conditions prevail which will not endanger

the health, safety, or vorals of, the student.

(f) Adequate supervision will be provided.

(g) Compensation insurance will be proyided.by the emploier.

(h) The employer will maintain adequate records of student attendance.

110
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III. STATE APPORTIONMENT FOR PUPIL ATTENDANCE DURING HOURS WHEN PUPILS ARE
1931MIPXYWN7FAIENTTINITIRTXT

EDUCATION CODE

110S2 Minimum school day - 240 minutes for most secondary school students.

110SS Minima school day for Work Experience Education - 180 minutes.

11251 (b)For the purpose of Work Experience Education programs in the secondary
schools meeting the standards of the California State Plan for
Vocational Education, "immediate supervision" of off cieglus work train-
ing stations means pupil participation in on-the-Job trot:mine as out*
lined under a training agreement, coordinated by the sehool district
under a mite-approved plan, wherein the employer aid Certificated
school personnel snare the responsibility fortnothe,40040,02Vilienwy
The pupil-teacher ratio in any such Work Experience.presS* 00411 net
.exceed 12S students.per full-time,eqUivalent.certiatuift(eaddinetiti.
A pupil enrolled .in such Work Experience prOgr41.111411100t10400#1014
with more than one day of *facade** in any be
a full -time student 'enrolled in regular Oases rideiktimeNtS
Set forth in Section 11052 or 11055.

11483 For the purposes of computing average daily atten4endiWOoddest
college pupils in work experience education prograls4001,401100int
provisions shall apply:

(a) One student contact hour is to be counted for, Mach gait of work
experience credit in which a student is serelledlOgift W41/
census period. In no case shall duplicate ektlisit*mtect
be counted ft -- classroom study and work experiemmi,
contact hours :_ounted for a student shallnot enceeCtbkOadtind
number of wprk experience units for which the stoked nobs
granted credit under the rules and replattens of the Send of
Governors of the California Community Coll'iges.

(b) "Immediate supervision" of off-campus work stations shall be de-
fined as student participation in on-the-job training as outlined
under a training agreement, coordinated by the school district
under a state-approved plan, wherein the employer and the certif-
icated community college coordinator share responsibility for on-
the-job supervision.

-/4
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IV. LIMITATIONS UPON MAXIMUM HOURS OF WORK AND UPON TIME WHEN WORK MAY RE
owlmONNI eambalm a.ledmr werasaa ~WO aim

L.C. 1391 No minor under 18 years of age may be employed more than
8 hours in one day or more than 48 hours in one week, or
before S a.m. or after 10 p.m. on any day; except that he
may work in the evening preceding a non-school day until
12:30 a.m. of the non-school day.

L.C. 1391.1 Minors 16 and 17 years old, who are enrolled in work
experience education, may work not later than 12:30 a.m.
on any night, providing that:

(a) 7t,e employment is not detrimental tr their health,
education, or welfare.

F.L.S.A.

E.C. 12769

E.C. 12774

L.C. SS2

L.C. SSE

(b) Parent's approval has been obtained.

(c) 'Work experience coordinator approves.

(d) At least the adult minimum wage will be paid between
the hours of 10:00 p.m. and 12:30 a.m.

Read first statement on page 5, U.S. Department Of. Labor
Bulletin 101, 1971 edition, which states that minors 16
years of age or older may work any number of hours at any
time on legal jobs.

14 and 1S year olds limited to 3 hours on a school day, 18
hours in a school week. 8 hours on a non-school day, 40
hours in non-school week. 7 a.m. to 7 p.m. 7 a.n. tO 9 p.a.
in summer.

Allows all minors (age 14 and over) to work 4 hours reached
days, regardless of the number of hours they may attend. polhoola

Excludes, agriculture, home-making, and work experience
education enrollees from 4 hours daily work. Mai:.

Required Day of Rest.

Day of rest not required if total hours of implement do
not exceed 30/hr /wk or 6 hours in any one day.

Att. Gen. 1943 "School attendance is not to be considered employment for
purposes of the day of rest law."

Thus, pupils may work on both Setdrday and Sunday if there
is one other day that they do not work, even though in
school on that day.

Example:

Sun. Mon. Tues. Wad. Thurs. Fri. Sat.
8 4 4 0 4 4 8 32 bomrs

Rest

-11-



V. RESTRICTIONS LOURINc, WORK WHICH MAY BL DONE BY MINORS.

(Labor Code 1290 through 1298) (Fair Labor Standards Act) (Vehicle Code 12515)

Basically all of these restrictiens have been enacted for the safety of young
people. In most cases we are hap', that these- laws are in effect, and in most
cases they do not interfere with the best operation of work experience educa-
tion.

Rather than to seek amendments to most of these laws, we probably need to
better understand the interpretations of the laws, and need to be more familiar
with exceptions or exemptions authorized under some of them.

1. (L.C. 1290-1298) California labor laws are very liberal in that there are

few jobs prohibited to minors over 16 years old. Minors under 16 say
operate no zewer driven machinery or in any occupation "d anger ous to life
or limb or Injurious to the health and morals of such minor." Under
California law, minors over 16 may work in most any jobs.

Sections 1297 and 1298 of the Labor Code prohibits the employment of girls
under 18 years of age in "street occupations" in cities of more than 23,000
population. Boys as young as 10 years have been permitted to engage in
street occupations such as newspaper distribution and shoe shining. On

November 6, 1972 the State Labor Commissioner issued a bulletin stating,
"Girls and boys 10 through 16 now can compete on equal terms for jobs
legally open to that group in California, without concern for sex discrim-
ination," Mr. Albert Reyff said that he has suspended enforcement of those
parts of Labor Code Sections 1297 and 1298 that discriminate because of sex,
on the advice of legal counsel. Federal equal opportunity laws invalidate
state laws that discriminate against minors because of sex.

Since 1968, Work Experience Education enrollees under 16 years old say do
hazardous jobs prohibited under L.C. 1292-1294 if approved by parent and
work experience coordinator.

2. (V.C. 12515) California Vehicle Code prohibits minors under 18 from being
employed for the u ose of driving a motor vehicle. Interpretations of
this law perm= 6 an 17 Year old TIcensed-177;71; to drive incidentally,
such as a drug store clerk making a pcescriptior delivery. Also, 16 and
17 year olds are permitted to drive on the job in their own car, not a
vehicle furnished by the employer. Bills to exempt work experience enrollees
failed 1968, 1969, and 1970.

3. The Federal Fair Labor Standards Act has no restrictions whatever on minors
of 16 years of age except in 17 very specific hazardous occupatiorx, of
which only 7 or 8 are likely to present any possible jobs for work expe-
rience students in California. All except one of these 7 or 8 carry a
possible exemption for student learners.

Several hazardouL 1(-4ation laws are widely misinterpreted, especially
number 8 regarding power driven metal working machines. Actually, most
common machine shop tools arc not included in this hazardous occupation
law.

The part of the FLSA laws which causes most difficulties for working minors
is the regulation which prohibis 14 and 15 year olds from doing sakind
of work in a work room whtch oobr;!i'l a product that will be shipiiiiniinf
state. This is one FLSA regulation about which we might wish to contact
the Secretary of Labor to seek an amendment.



VI. MINIMUM WAGE LAWS AFFECTING MINORS

1. State Law

a. Minimum for women and minors - $1.65.

b. No minimum for males over 18 years old.

c. Student rate - (Boys under 18, girls under 21) - $1.35.

d. No minimum for minor under 16 in agriculture.

2. Federal Law

a. Generally. - Federal minimum wage is now $1.60
for men - women - minors - anyone!

b. Farm worker minimum wage is $1.30 per hour.

c. In addition to industrial and manufacturing jobs, the following
employees are coffered by federal minimum wage laws.

(1) Retail sales locations with gross volume
of sales at least $250,000 per year.

(2) Hotels, Motels, Restaurants + $250,000 gross income a year.

(3) Laundries, Dry-Cleaning Establishments.

(4) Hospitals and Nursing Homes. .

(5) Schools - public, private, profit, non-profit.

(6) Farm Workers - if the employer used more than 500 Oak-
days of labor in any quarter of the previous year:
(Minor under 16 may be paid on-piecework:X*40f
employed on same farm as their pareatt).

There are three not-well-known exceptions to the -fide* iiiisSma
wage laws:

a. Special minimum wages for full-time studentguorhing-in
retail or serviceestablishoents.

b. Special Minimise for student workers..

c. Special minimum wage rates for student learners.

The first of the above must be applied
for by the employer and may cover any
number of full-time students.

-13-



The second is applied for by the school
and covers any number of specified
student workers.

The third exception must be applied for
jointly by the employer and the school
and covers only the specific named
iadividual student learner.

PART 519, EMPLOYMENT OF FULL TIME STUDENTS

1. Retail or Service Establishments and in Agriculture.

2. Not to exceed 20 hours
session.

Not to exceed 40 hours
in session.

a week while school is in

a week while school is not

3. Special. certificate must beissuedtomechebusimeas__,

4. Not less than 8Sh of minimum wags in effect,

S. Must not reduce full till, employmemt possibilities.

6. Mast be at least 14 years of age.

7. Certificate must be issued in advaace of oopi

8. Amber of hours based on formula in the lem.,

PART 527, STUDENT 1/62101RS

1. Par work in educational institutions. Seventy-five
per cent of applicable minimum wage.

2. Mist be necessary to prevent curtailmrzt of employ-
ment opportunities.

3. Must be 16 years old.

4. Must be 18, if employed in hazardous occupations.

S. The occupation must require a sufficient degree of
skill to necissitate an appreciable learning period.

6. Issuance of the certificate will not tend to create
unfair competition.

1 1 2- n
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PART 520, STUDENT LEARNERS

1. Special certificate must be issued to the employer.
He must apply.

2. Application must be made on official form, signed by
employer, appropriate .school offical and the student
learner.

3. Student must be at least 16.

4. Student must be at least 18 if employer in Hazardous
Occupations.

5. Occupation must require a sufficient degree of skill
to necessitate a substantial learning period.

6. The training must not be for the purpose of acquiring
manual dexterity and high production speed in repetitive
operation.

7. Must not displace other labor.

8. Must not tend to depress wage rates.

9. Must not be more than a small proportion of *Ital work
in firm.

19. Special minimum wage must not be less than 75% of
applicAble minimum wage under section 6.

11. Not to be issued retroactively.

12. The certification by an appropriate school official on
the application, will constitute temporary authorization
for employment effective the date such applicatio is
forwarded :o wage -Hour.

13. Completed application forms to employ a student learner at
less than minimum wage allows this lesser rate to be paid
for the balance of the school year, unless the school is
notified otherwise by the Dei_Ament of Labor.

14. Work time and 56401 time cannot exceed 40 hours a week,
unless authorized and necessitated by eStraordinary
circumstances.
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PROBABLE CHANGES IN FEDERAL MINIMUM WAGE LANS

Two different bills currently are before Congress to raise

the minimum wage. One of these bills has been passed by

the House and the other has been passed by the Senate. Only

one of these two bills includes a special minimum wage for

young workers..

A compromise probably will be worked out by committees.of

the two legislative bodies to get an acceptable new minimum

wage law approved "uy both groups. There is an excellent

chance that agreement will be reached early in 1973. A new

minimum wage of $2.00 per hour is almost certain to be passed.

The effective time of the new wage, and progressive steps up

to and beyond that figure are causing controversy. MOrm

information will be usdAisble as soon as possible.

3 -/9
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VII. LAWS CONCERNING INSURANCE FOR EMPLOYED MINORS

1. Workmen's Compensation insurance

All employers must carry workmen's compensation for work experience
enrollees who are paid for their work. No higher premium rates for
minors.

The School District must carry workmen's compensation for enrollees
in exploratory work experience education who are not paid for their
work. (Ed. Code 5992 and Labor Code 33E8)

2. Unemployment Insurance Code Section 646

"Employment" does ri..t include service performed by an individual
under the age of 22 who is enrollee at a non-profit or public
educational institution which normally maintains a regular faculty
and curriculum and normally has a regularly organized body of
students in attendance at the place where its educational activities
are carried on as a student in a full-time program taken for credit
at such institution, which combines academic instruction with Work
Experience, if such service i,- an integral part of such program,
and such institution has so certified to the employer, except that
this section shall not apply to service performed bra program
established for or on behalf of an employer or group of employers.

I/4
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II Wokk I'L LAW',

For many years work experience educators, some other school personnel, and
a few business or community representatives have sought for ways to menu
w:,:k permit laws and change procedures and forms for issuing work permits.
Considerable conflict and confusion existed because work permit regulations
were included in two different chapters in the Education Code. Chapter 6
contains laws governing pupils subject to compulsory full time education,
while chapter 7 laws pertain only to pupils subject to compulsory continua.
tiou education (16 and 17 year olds).

Assembly Bill 2845 as passed by the 1971 legislative session and becano
effective in March 1972. This bill repealed all work permit laws insbcth
chapters 0 and 7 of the Education Code and added a new ChMptirc 7.5 of th*
Code entitled Employment of Misers, which now include" all law, 'boat work
permits. Work experience educators who wrote AB 2845 made provistona for
issuing to a minor a single work permit that would be vslid whint working
for any employer during a given school year. Weever, all'permitg to work
or employ must be issued on forms prepared and provided by. the%ftet0
Department of Education. After several meetings to disease mad **slop
new forms, it became apparent that there was much disagralskestabout the
use of a "broad-form" work permit that would be valid for lereAUWnsjmmk
employer on school days.

Most sections of the revised work permit laws appear to be010,01ve
tory. The new permit to employ forma, which becameevailiWistiwk".:
September 1972, still are icsued to only one employer. 0004
districts are being selected-by the St,..teDepatimmtit otIld00010M1Mt
conduct pilot studies on alternate methods of issuing 1100401,044
ever, until further notice other districts will fellow preVie4S 0*
but will use tho new forms provided by the state.

-4

Following is paraphrased listing of the various sections of
of the Education Code, giving in simplified language the con
revised work permit laws:

EDUCATION CODE SECTIONS:

12765 Requires any minor under 18 years of age who holds a work Omit,
and is otherwise required by law to attend school, to enroll and
attend school if unemployed for longer than 10 daysi

12767 Authorizes the superintendent of schools or his delegated agent to
issue work permits to minors residing in that district. No work
permit shall be issued until a written request therefor is receivId
from the parent or guardian.

12768 Allows a work permit to be issued to minors 12 through 17 years of
age to work on school holiday and vacation periods at any legal jobs.

12769 Limits the issuing of work permits for schooldays to minors 14
through 17 years of age, to work not to exceed 4 hours per school
day.

12770 Allows work permits to be issued to minors 14 through 17 years of

age who are enrolled in an approved work experience education course.

11q-Al
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12771 rball be issued to each oftrai onr6/1

ela_Jcs (S=t mete )

12772 Authorise. Samommet of a permit to work sad .aploy to a minor
who is net required by law to attend school, but who is othorwi:a
required to held a work permit.

12773 Lists the required imfnessiom to be laelmded em a work permit.
This is:

(a) The name, age, birthdate, address sad phone nuiber of the

(b) The plot* and time of school attendance.

(c) The maximum number of hours per day and,per.week.that the
miner may work.

(d) The minor's Social Security Number.

(e) The signituros of the minor and tke issuing authotlity2,

(f) 111e. Jot* on which ,tptos petit ORA?"
rz ,

12774 e41 1OWS :minors under 14 years of age who work. in agricultural

hossomiking .occupatioas and sett jobs opprovod for work "'
*thud** itroirosi talk. 41mvploysid mark tip' 4 h01111

4
,,t e, i % , f , -

12"75 .11equttei work .P.Taiti 'to be issued OW' f°1111/ PrPors4
,, by tbs. loperiattfiegast of ciPublic Instruction. ', );

. . .,.

27116etLits to work issued at any time durlAg'o44 ichc011mwsr,0441i
kL,...:

axpiro:ftve days afterthoopening of the int stiOds0614040.1 '

/alms 611 time 'work permits to be issued to 14 s IS yo4i-of d'

roam Orly after rocoivimg a sworn statement the', theeriaarts ..
eeraimgs arm needed because of illness, death or dosertios'Orthe
parentAir gum_ ,iam. Requires those 14 or ll year olissiO011
be enrolled in a work experience education Prosaic '4.

,312776

st

12776.1 ALlows tin, work pemoiti to be issued to 16 sad 17 yole old

minors.

12777 Sequins a personal awesome by the parent or guardian Afore
the mOrk permit issuing adtherity to make application for 4 6111
time work permit for a 14 or 1S year old minor.

12775 Misdates that the following items be seen mad approved by the
Julia. authority before a full time permit is issued to a 14 or
IS year old:

(a) School record s fined by principal or toselson giving age,

grade, mad attendance.

_Legol proof of age. -_



(c) Written statement by pr3spective employer describing the
nature of the work the minor will do.

(d) A physician's rigned statement that the minor is physically
fit to pursue the specified work.

12779 Requires parent or guardian to make oath that all statements are
true pertaining to issuance of a full-time work permit for a 14
or IS year old.

12780 Requires the issuing authority of any full-time work permit to
notify the person in chant, of continuation education of the minor's
place of employment, and requires the parent or guardian to send
the minor to the designated continuation education class.

12781 Informs farming employers that they must post notice that minors are
not allowed to work upon the premises unless they have legal work
permits.

12782 Exempts minors performing agrivAtural work for or under the control
of a parer.t or guardian from Werwise required permits to work or
employ.

12783 Requires annual reports on work permits issuc4. Reports shall be
on forms prepared and provided by the Superintendent of Instruction.

12784 States that nothing in Chapter 7.5 of the Educative Code shall be
construed to in any way re!leal or modify any provisions in,the Labor
Code relating to employment of minors.

12785 Provides that no person or firm shall employ a minor under 18 years
of age, or allow him to work, without a permit to employ issued by
educational officers.

12786 Requires employers oeminOrs underli years of age to lump permits
to employ on file during minors' term of employment. Requires permit
to be returned to issuing authority within five days after termination
of employment (See Note 2)

12787 Requires the employer to send to the work permit issuing authority a
notification of employment within five days after employing a minor.
(See Not, 3)

12788 Lists the required contents of the notification of employment to contain:

(a) Name, address, phone number, and Social Security number of the
minor.

(b) Name, address, phone number, and supervisor at minor's place of
employment.

(c) The kind of work the minor will perform.

(d) The maximum number of hours per day and per week that the minor
will work.

(e) The signatures of the minor's parent or guardian and the employer.

(See Note 4)
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12789 Prorides that permits to work and employ shall alleys be open to
inspection by school officials and by officers of Division of
Labor Law Enforcement. All permits shall b, subject .0 canCella-
tion when terms for legal issuance do not exist or have bAsn
violated. A permit shall be revoked if the mploymenr it impair-
ingthe health or education of the minor.

12791 Officers of the school district shall bring an saltier% noinet.any
person or firm that employs a minor in violation of preetstoie
of Chapter 7.5 of the Education Code.

12792 Pailu; to produce a permit to work or employ is evidence of--
illegal employment of the minor whoa permit is not produced.

12793 Establishes that an employer who employs a minor tinder 18 *ear*
of age without a permit is guilty of a misdemeanor god subject to
fine ($50 - $:00) and/or imprisonment (max. 60 days) 'Or each
offense.

12794 States that every person who signs a work permit containing a
known false statement is guilty of a misdemeanor punithAble-by fine
($5 - $S0) and/or iwprisonment (max. 30 days).

12795 Provides that any fine collected under this article shall be paid
to the school funds of the county involved.

NOTE 1. Proposed legislation is in process to repeal this sectiOn.

NOTE 2. The portion of this section requiring return of t,
issuing authority will be delet.!.

NOTE 3. Legislation has been iubmitted to change this section' et
a notice of intent to employ a minor, rather that
of employment.

NOTE 4. This section will be amended to specify required contend'
notice of intcnt to employ instead of the con ta4

cation of employment.

SPECIAL NOTE:

A.B. 814 (1972 Legislative session) was passed and Osumi by the
governor on December 29, 1972. Various sections of this tit). vv.1
repeal Education Code Section 12771 and gonna Sections 121$6, 127417.,
and 12788 as indicated in notations 1 through 4 above. These
changes wi become effective in March 1973.

///0 -21-
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Career Education
1972-73 V+//

CURRENT INFORMATION AND CHANGES

FEDERAL AND STATE

There are no changes yet in the minimum wage, Federal or State.

Some important Facts:

TJ' demi 'Nape ona Hour Division] Section 226 of the Federal Fair Labor Standards
cr act's an ernploye.r must present an itemized statement--either separate or detach-

al)le check stubwith each pay check. This is also a State regulation [see Excerpts,
7 (1))1_ Sore emp;oyers neglect this. Watch it carefully.

S,:2L 'J. `,;. Department of. Labor CHILD LABOR BULLETIN NO, 101 for information
aboui Hazcrdous occupations.

[California State industrial Welfare Division: INDUSTRIAL WELFARE COMMISSION
ORDERS FOR WOMEN AND MINORS]

Minimum Wage:

Students working at fast- service restaurants, such cis Taco Bell and Der Wiener-
schnitzei , am earn as ii+tie as $1.35 per hour if they are under 18. Even though

ese are part of a multim7ilion-dollar corporation, the law covers only the gross
nt store. An exception to this is McDonald's: They would be:
cover:2d ender fs,derai iaw, as almost all gross $250,000 per year or more, These

*(' have S-,.60 federal minimum. There is, however, a State regu-
a i.)n Far n.vorren over They must be paid $1.65. Also, because both State

on? Federni government have equal-pay laws, any male doing the same job as a
ferric-.1!e must receive eavoi pay if he is 18 or over.

!V. F:T.'..t..MBER: No student- under 18 may work more than 8 hours a day or 48 hours a
cad must have a day of rest. PLEASE WATCH THIS CAREFULLY.

v, 1, Posed: State Assembly Bills That Affect Work Experience Students:

A73 7 :7Z- ;-s students in W. E. to work until 12:30 a.m. on school days with
permison of parent, principal or counselor, and W. E. Coordinate.
Betveen 10:00 p.m. and 12:30 a.m., regular adutt minimum wage must
be paid.

grades 7 and 8 to offer educational courses preparing youth for
gainrul employment.

A:1 1.503--in*cies among other changes an ame Idment to Section 646 of the Cali-
fornia Unerrip;oyment insurance Code, which excludes students in W. E.
from definii;an as an employee for purposes of unemployment insurance.

7



Wage and Hour Rec ;uletions Page 2

AB 1964F. -s schools havin: students on W. E. programs to release them part
of t' Jay without los' )g ADA.

A13 2134 -- Permits all students 15 and 17 to work until 12:30 a.m. on days when
there will not be regular school in session the next day.

AB 21,90Corrects sections of Education Code 5992 and Labor Code 3368. Students
on Work Experience without pay or in occupational training programs are
considered employees of the school district for purposes of Workmen's
Compensation.

)--1P, 2300Permits schoor districts not on R.O.P. and R.O.C. to collect ADA for
W. E. classes taught on Saturday.

AB 2E1,:=-- -- Complete change of Work Permit sections of Education Code. No change
(D,- minors under 16. One penni: per year for all other students; if can be

From one job r o another. New forms will be available soon.

Students v,..)rking on a commission-only basis cannot be on Work Experience. Mr-
ore consic!ered as independent contractors.

\Pl. Excerpts fuerri lt\IDLJSTRAL WELFARE COMMISS1ON REGULATIONS FOR WOMEN
AND AWNIORS:

1.. i':\''.7)_1CAB1LiTY O ORDER
7nis Order shall apoiy to all women and minors . . except that the provisions
sh.2.11 not upp!y to ,.cm-nen employed in administrative, executive, or professional

caucc1-ies.
No ..,,ornan shay, be considered to be employed in an administrative, executive,

or p:oft-assional capacity unless one of the following colditions prevails:
(al The employee is engaged in work which is predominantly intellectual,

managerial, or creative; and which requires exercise of discretion and
independent judgment; and for which the remuneration is not less than
$450 per month; or

t,, The employee is licensed or certified by the State of California and is
engaged in the practice of one of the following recognized professions:
law, medicine, dentistry, architecture, engineering, teaching, or
accounting.

2.
Ty) "Commisslon" means the Industrial Welfare Commission of the State of

California.
(b; "Division" means the Division of Industrial Welfare of the State of

CaliFornia.
[Type of industry or business is inserted here.]

(d) "Employ" means to engage, suffer, or permit to work.
(e) "Employee" means any woman or minor employed by an employer.
(f) "Employer" means any person, as defined in Section 18 of the Labor

Code, who directly or indirectly, or through an agent or any other
Jerson, employs or exercises control over the wages, hours, or working
condition: of a woman or minor,

8
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(g) "Minor" means, for the purpose of this Order, a male or female person
under the age of eighteen (18) years.

(h) "Hol.n.s Worked" means the time during which an employee is subject to
the control of an employer, and includes all the time the employee is
suffered or permitted to work, whether or not required to do so.

(i) "Teaching" means, for the purpose of Section 1 of this Order, the pro-
fession of teaching under a certificate from the California State Board
of Education or teaching in an accredited college or university.

(i) "Emergency" means an unpredictable or unavoidable occurrence at un-
scheduled intervals requiring immediate action.

(k) "Wages" means all amounts for labor performed by employees of every
.description, whether the amount is fixed or ascertained by the standard
of time, task, piece, commission basis, or other method of calculation.

3 HOURS
(a) Unless otherwise provided by statute, no woman eighteen (18) years of

age or over shall be employed more than eight (8) hours in any one day
nor more than five (5) days in any one week unless the employee receives
one and one-half (1-1/2) times her regular rate of pay for all work over
forty (40) hours on the sixth (6th) day. Employment beyond eight (8)
hours in any one day or more than six (6) days in any one week is permis-
sible only under the following conditions:

(1) In an emergency as defined in Section 2(1) above;
or

(2) During periods when it is necessary to process perishable products
to prevent such products from spoiling;

provided that
(3) The employee is compensated for such overtime at not less than:

(A) One and one-half (1-1/2) times the employee's regular
rate of pay for all hours worked in excess of eight (8) hours
up to and including twelve (12) hours in any one day, and
for the first eight (8) hours worked on the seventh (7th) day;
and

(B) Double the employee's regular rate of pay for all hours worked
in excess of twelve (12) hours in any one day, and for all
hours worked in excess of eight (8) hours on the seventh (7th)
day.

(b) No minor shall he. employed more than eight (8) hours in any one day.nor
more than six (6) days in any one week. One and one-half (1-1/2) times
the regular rate of pay shall be paid for all work over fc.rty (40) hours on
the sixth (6th) day. No minor shall be employed before 5 o'clock in the
morning, or after 10 o'clock in the [Except as changed by
AB 704 and AB 21"e '!.

(c) An employee may be employed seven (/) days in one week when the total
hours of employment during said week do not exceed thirty (30) and the
total flows of employment in any one day thereof do not exceed six (6).

(d) The eight (8) hours of employment shall be performed within a period of
not more than twelve (12) hours. Twelve (12) hours shall elapse between
the end of one work day of the employee and the beginning of the next,
except when there is a bona fide change of shift, but in no event shall
the elapsed time be less khan eight (8) hours.

/19
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(e) No woman employee shall be required to report for work or be dismissed
from work between the hours of 10 p.m. and 6 a.m. unless suitable
transportation is available. If a meal period occurs during these hours,
coca ities shall be available for securing hot food or drink, or for heat-
ing food and drink; and a suitable sheltered place shall be provided in
which to consume such food and drink.
NOTE: Refer to State Labor Code fi,r additional restrictions on working

hours of minors.
4. MINIMUM WAGES

Tc1.1 velremp oyer shall pay to each woman and minor employee wages not
less than one dollar and sixty-five cents ($1.65) per hour for all hours
worked; except that a lesser rate but not less than one dollar and thirty-
five cents ($1.35) per hour may be paid to:

(1) LEARNERS.* Women eighteen (18) years of age or over, during
their first one hundred sixty (160) hours of employment in skilled
or semiskilled occupations in which they have had no previous
similar or related experience, provided that the number of women
employed at such rate shall not exceed ten percent (10%) of the
persons regularly employed in the establishment.. An employer
of less than ten (10) persons may employ one (1) learner at said
lesser rate.

*[No such provision for restaurants and hotels and places of amuse-
ment]

(2) MINORS, provided that the number of minors employed at said
lesser rate shall not exceed ten percent (10%) of the persons
regularly employed in the establishment. An employer of less
than ten (10) persons may employ one (1) minor at said lesser rate.

(3) STUDENT WORKERS (boys under 18 and girls under 21) enrolled
in an educational institution employed part-time, after school or
when school is not in session, with no limitation on the number
employed at the lesser rare.

* *125 in some industries]
(b) Every employer shall pay to each employee, on the established pay day

for the p ..iod involved, not less than the applicable min imum wage for
all hours worked in the payroll period, whether the remuneration is
measured by time, piece, commission, or otherwise.

5. REPORTING TIME PAY
Eac day an emp oyee is required to report for work and does report, but
is not put to work or is furnished less than half said employee's usual or
scheduled day's work, the employee shall be paid for half the usual or
scheduled day's work, but in no event for less than two (2) hours, at the
employee's regular rate of pay, which shall be not less than the minimum
wage herein provided.

6. PERMIT FOR HANDICAPPED WORKERS
A permit may be issued by the Commission authorizing employment of a
woman or minor whose earning capacity is impaired by advanced age,
physical disability, or mental deficiency, at less than the minimum wage
herein provided. Such permits shall be granted only upon joint applica-
tion of employer and employee.

1.20
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7. RECORDS
Tc-i) Every employer shall keep accurate information with respect to each

employee as follows:
(1) Full name, home address, occupation and social security number.
(2) Birth date, if under eighteen (18) years, and designation as a

minor.
(3) Time records showing all in-and-out time which shall be recorded

when the employee begins and ends each work period. Meal
periods, split shift intervals, and total daily hours worked shall
also be recorded. Such records shall be available to employees
for inspection on request. Meal periods during which operations
cease and authorized rest periods need not be recorded.

(4) Total wages paid each payroll period, including :ue of board,
lodging, or other compensation actually furnished to the employee.

(5) Total hours worked in the payroll period.
(6) When a piece rate or incentive plan is in operation, a schedule of

rates shall be available in the work area. An accurate production
record shall be maintained by the employer. A copy of the pro-
duct ion record shall be furnished to each employee, unless the
employer's system of recording is acceptable to the Division.

(b) Every employer shall furnish to each employee at the time of payment of
wages, either as a detachable part of the check, draft, or voucher paying
the employee's wages, or separately, an itemized statement in writing
showing the payroll period covered, gross wages paid and all deductions
from such wages.

(c) All required records shall be in the Engr language, properly dated,
showing month, day, and year, and shat. Je kept on file by the employer
for at least three years at the place of employment or at a central loco-
i:on within the State of California. Such records shall be available to
employees for inspection on request.

(d) Clocks shall be provided in all major work areas.
8. CASH SHORTAGE AND BREAKAGE

Thlo empic:Ty-ei:7ai any eduction from tke wage or require any re-
fund of an employee for any cash shortage, breakage, or loss of equipment,
notwithstanding any contract or arrangement to the contrary, unless it can
be -hown that the shortage, breakage, or la..4 is caused by a dishonest or
willful act, or by the gross negligence of the employee.

4:2/
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State of California
Department of Industrial Relations
Division of Industrial Welfare

DIVISION POLICY ON DEDUCTIONS FOR MEALS UNDER
1968 INDUSTRIAL WELFARE COMMISSION ORDERS

The Division offices have received a large volume of questions on the use of meals as part of the
minimum wage under the 1968 Industrial Welfare Commission Orders. The following questions
and answers point up typical problems raised and the policy to be followed by the Division in
enforcement. As of February 1, 1968, the minimum wage is $1.65 per hour. Prior to this time
the minimum wage was $1.30 per hour.

1. QUESTION: What are the maximum amounts that can be deducted from the minimum
wage for meals under the 1968 Orders after February 1, 1968?

ANSWER: Breakfast - a .75
Lunch .$1 .00
Dinner $3.35

2. QUESTION: Does the Order require the employer to deduct the value of meals from
the minimum wage?

ANSWER: No. if merely sets the maximum amounts which the employer may deduct
if he uses meals as part of the minimum wage.

3. QUESTION: Can the employer use the Department of Employment minimum values for
rn is furnished which are consistent with the shift (Breakfast - 30C;
Lunch - 45c; Dinner - 70C; Unidentifiable - 50c) insteacTof the maximum
values set by tRT-Orders?

ANSWER: Yes, if the employer wishes to pay a higher cash wage. The cash wage plus
the meal values must equal at least the minimum wage of $1.65 per hour.

4. QUESTION: Can an employee work a split shift?

ANSWER: Yes, but the employee must be paid $1.65 per day in addition to the mini-
mum wage of $1,65 per hour for all hours of work and the spread of hours
(work time plus split) cannot exceed 12 hours in any one day.

5. QUESTION: What is 'consistent' with the shift?

ANSWER: This provision involves both the kind of meal as well cs the number of meals
and must be applied in rE Jtion to the shift of the employee, bearing in mind
the usual custom of eating -- breakfast in the morning, lunch during the mid-
dle of the day, and dinner in the evening.

6. QUESTION: Can there be an automatic deduction of $3.10 per day for meals from the
minimum wage?

ANSWER: No. Only meals actually furnished and which are consistent with the
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employee's shift may be deducted. If for any reason a meal which the
employee would ordincWexpect is not available (e.g., kitchen closed
or not time off to eat), then no deduction may be made.

7. QUESTION: How many meals can be deducted in any shift?

ANSWER: As a 'rule of thumb' and in the absence of special circumstances, the fol-
lowing are examples of the number of meals consistent with the shift:
(See Question 6.)

(1) Six-hour shift or less - one meal.
(2) Over six hours - two meals.
(3) Split shift involving a span of 10 hours or more - three meals.

In all instances, the meals claimed must be available.

8. QUESTION: What if more meals are actually furnished?

ANSWER: Where it can be established that the employee did in fact as a general
practice eat more meals, the employer is entitled to a credit for the meals
actually furnished. In this case the employer must be able to substantiate
that the meals were eaten.

9. QUESTION: What if an employee occasionally fails to eat a meal?

ANSWER: Where an employee understands that meals are being furnished as part of
the minimum wage but elects on occasion--for personal reasons--not to
eat a meal, the employee would have no claim under the orders for cash
in lieu of the meal not eaten. The employer is not entitled to a credit
where he knows in advance that the emp oTee7fcir- ec-E-1.ffeasMms7Vii-1
not e eating emp oyer-furnishes mea s.

10. QUESTION: Is there an 'unidentifiable' meal under the Orders?

ANSWER: No. Where, however, it is difficult to establish what meal is eaten, it
may be evoluatd as a lunch.

11. QUESTION: How much can a 'limited menu house' deduct for meals from the minimum
wage?

ANSWER: No more than $1.00 (lunch value) per day. A meal is defined as an ado -
quote, well-balanced serving of a variety of wholesome, nutritious food.
Employees in places such as pizza parlors, taco houses, waffle shops, and
hot dog and hamburger stands eat some food, but the variety and balance
are limited,**********************************ege.-.******************************

(continued)

1.23
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The following chart illustrates the cash required to meet the minimum wage when meal values
are used as part of the minimum wage.

CASH AMOUNTS REQUIRED TO MEET THE MINIMUM WAGE WHEN MEAL VALUE, ARE USED

Minimum Wage 2/1/68

8-Hot.1 Shift $1.65 $13.20

With Breakfast @ .75 12.45

Lunch @ 1.00 12.20

Dinner @ 1.35 11.85

With Two Meals

B & L (a) 1.75 11.45

L & D @ 2.35 10.85

@ 2.10 11.10

8-Hour Split Shift @ 1.65 14.85

With Breakfast @ .75 14.10

Lunch @ 1.00 73.85

Dinner @ 1.35 3.50

With Two Meals

B & L @ 1.75 73.10

L & D @ 2.35 12.50

B & D @ 2.10 12.75

With Three Meals @ 3.10 11.75

B B D

o.
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January 17, 1968

USE OF TIPS AS PART OF THE MINIMUM WAGE

1. A tipped employee is a woman or a minor who is engaged in an occupation in which
the employee customarily and regularly receives more than $20 per month in gratuities.

2. Maximum allowance that may be used as a tip allowance against wage cannot exceed
20 per hour worked.

3. A month can be any recurring 30-day period.

4. The person may be employed full time or part time to r`.:' as a tipped employee.

5. As in the case of using meals as part of minimum wage, the amount of credit taken
because of tips must be left to !.119 ermination of an employer. However, such
credits, whether for mea or , ere subject to review by the Division of Industrial
Welfare. If it can be shown mat the amount of gratuities used as a minimum wage
credit is more than the actual gratuities received, an employer will be requested to
make an adjustment to the minimum wage.

6. A person working less than 30 days because of starting or terminating during the month
can qualify as a tipped employee if the total tips received for the period is at a rote
in excess of $20 a month. For example:

(1) If an employee receives tips equal to $4.62 or more during any one
week, the employee would qualify as a tipped employee and a credit
could be taken against the minimum wage.

(2) An employee working 8 hours per day, 5 days per week, and receives
tips amounting to $5 For the week ($5+ 40 = 12-1/20--12-1/2q per
hour wor1- could be used as a credit against the minimum wage of $1.65.

(3) An employee working 8 hours per day, 6 days per week, and receives
tips amounting to $9.60 for the .eek ($9.60 4- 48 = 24 per hour) - -20(
per hour may be used for credit against the minimum wage of $1.65.

(4) An employee working 6 days per week and receives tips amounting to
$11.00 for the week ($11.00:: 48 = 22-9/14)--only 20c per Fleur
worked can be used for credit agaiwt the minimum wage.

h2d
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(5) A minimum wage, port-time employee, who works 0 days a week, 4
hours each day, and receives $7.20 in tips ($7.20+24 '''Or; per hour)- -
only 21N an hour may be used as a credit against the minimum ,age of
this employee.

Oni y tips which are actually received by on employee free from any control by the
employer can be courted as a minimuri, wage are, Allowance can be claimed
tips which ut-e pooled but only for he amount the mployee rctains. Mandatory
service charges Lidded to the customer', bill are not _unsidered tips.

3 ords for tipped employees:

(a) A record of t le weekly or monthly amount of tips reported to the employer
by the employee must be mcintoined.

Payroll records must reflect the amount o' ips claimed as part of the mink ni

wage for each employee in each pay per .

lien ize,' statement fun,:shed to eacn employee at time of payment must show
the lrnot it of ti, la;rr,,,d as a credit og-inst the minimum wage.

Each employer using tips as port of He minimum wage is scbject to the tipping s;
contained in Labor Code Sectior 351.

LCM -FIH
August, 1972
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ADDENDUM
to

WAGE AND HOUR REGULATIONS

Per Mr. Don Averill, Coordinator of Career Education at Huntington Beach and formerly
President of CAWEE:

Legally, a minor may work 48 hours a week, with no more than 8 hours in a period of 24
and with one day of rest. [Assembly Bill No. 2134, Chaptered as 1317]

So far as the schools are concerned, it is felt that no student except a special case should
be working that many hours and still going to school.

DA-FTH

9/11/72

SUGGESTION:

Students not on `, rk Experience may work as many as 32 hours
per week, which would mean they could work 4 hours per day
during school days, plus 8 hours on Saturday and 8 hours on
Sunday, if they have one day off during the week.

4 x 4 = 16
2 x 8 = 16

32 Total Hours

Those students on Work Experience can work as much as 6 hours
per day during school days and 8 hours per day on Saturday and
8 hours on Sunday, which means that they can work up to 40
hours per week by having a day off during the school week.

/27
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CHECK LIST TWO

Check List Two was developed to assure that special education stu-

dents receive continued training, to assure them success on their current

job, as well as to continue training for full-time employment when they

graduate from high school.

Materials included on the checklist are listed on the following

pages. Some of the materials suggested for related instruction are in-

cluded in earlier sections of this manual. Most of the evaluation forms

and other clerical and processing information is already included in

the Fullerton Union High School District's Career Placement Aide Manual

for :3pecial education.

Examples of the Learning Activity Packages developed by a District

work experience team are included in the manual and have been used suc-

cessfully by the special education teachers as guides to related instruction

activities.

(x.28 )



Special Education Work Experience

CHECK LIST TWO

Activities Students Must Be Involved In After Job Placement

Date

I. Placement on Job

A. Work Experience - Paper work to be completed by aide

II. Evaluation

A. Weekly Progress Reports

B. Coordinator Visitations

C. Employer Evaluation

D. Work Experience Grades & Units

III. Related Instructions

A. Classroom instruction related to job requirements

1. Games - "Career Decision", "Tell It Like It Is"

2. Counseling - Problem Solving

3. LAPS (DIMC)

4. Filmstrips

5. Guest Speaker

6, Field Trips

7. Book Activities Related to Succeeding in the World
of Work

B. Advanced Specific Traning for Career Job Choice

1. POP

2. Trade School

3. Video Tape

4. DVR

5. Industrial Arts Vocational

6. Mock Ups

IV. Evaluation for Possible Other Career Choices

A. Begin at appropriate point on Checklist One or Two

/29



RELATED INSTRUCTION

Students participating in all work experience education programs must

participate in a regular group related instructional program. It shall be

left to the discretion of the individual high school administrators and

work experience teacher/coordinators to determine their own methodology

within the guidelines set forth herein.

Philosophy--Related instruction will help the student develop skills,

knowledge, and attitudes relative to the world of work. The related

instruction class provides an essential link between student and the teacher/

coordinator and thus provides more assurance of an effective work experience

program.

Regular--"Regularly scheduled" shall mean a minima average of once a

week for a period of not less than 20 consecutive minutes. It is highly

recommended that meetings occur with more frequency and longevity, however,

the primary determining factor should be the needs of the students involved.

Group--"Group instruction" shall mean the student will meet with other

students enrolled in the program or in a curriculum class directly related to

the work station at which the student is assigned.

Related--"Related" shall mean directly applicable to the world of work.

This may include the teaching of specific skills, i.e., the operation of a

cash register, or general activities such as interviewing techniques, or

how to utilize the local HUman Resources Development services.

Format--The format used in related instruction may vary broadly, however,

each method will be conducted under the supervision of certificated personnel.

Approaches such as outside speakers, learning activity packages, mock inter-

views, audio visual aids and field trips are acceptable. Emphasis should be



vaaced on the needs of the students and the relevancy to the various work

experience stations involved.

Scheduling- Meeting times and places will be scheduled and announced

in advance. However, meetings may be held before, during, or after school,

on or off campus.'

Attendance--Related instruction meetings are mandatory for all students

receiving credit for work experience education. Failure to attend will

result in reduction in credit, lowering of grade, or removal from program.


